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|. OVERVIEW OF THE DOE INDUSTRY INTERACTIVE PROCUREMENT SYSTEM

A. MAIN FUNCTIONS

Access synopses, solicitations, proposals' and related documentsin the DOE Industry
Interactive Procurement System (11PS) - Business Opportunities Database.

Allows for user registration thereby enabling submission of proposals viathe I1PS.

Subscribe to have e-mail notices about synopses and solicitations forwarded to your e-mail
address (Industry? only).

Provides for secure login to our Secure Socket Layer environment to submit proposals.

Modify user login information (changing of password).

B. SYSTEM REQUIREMENTS

Users who wish to access the DOE Industry Interactive Procurement System viathe Internet
should have these minimum system requirements:

Computer/Laptop with Pentium-class processor
Internet connection (56k modem or better®) through an Internet Service Provider (1SP)
Browser that supports Java scripts such as Netscape 3.x or Internet Explorer 4.x

For those who plan to submit proposals through 11PS, the only web browsers that currently
support file attachments are Netscape Navigator and Internet Explorer.

Software applications should conform to Government specifications such as word processing and
compression applications. (See the “Conformance” information under the section on “Guidance
for Submitting Proposals’.

! The term “proposal” as used throughout this guide is meant to include bids, applications, pre-
applications and other responses received from “industry”. Industry users may view only their
own proposa documents.

2 The term “industry” as used throughout this guide is meant to include vendors, offerors,
applicants, bidders and other respondents.

% A slower modem may be used, but the uploading of files will be significantly slower. A T1
line, DSL or cable modem provides the optimum connectivity.
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C. TERMS

CBD (CBD Code) - CBD isthe acronym for Commerce Business Daily, a publication that prints
notices of contract actions that appear in either of two classifications. Services or Supplies.
Services codes range from A to Z while Supplies (including Equipment and Materials) codes
extend from 10 to 99. To view more information on CBD code listings, access their Internet web
site at http://cbdnet.gpo.gov. [1PS providesalink to alist of CBD codesto assist users when
filling in their forms.

Certificate - A certificate is an electronic 'stamp’ attached to your User ID that allows access to
specific Domino servers.

Contractor — For the purposes of 11PS, “contractor” is defined to include all entities that may
receive contracts, grants, cooperative agreements, loan guarantees or other agreements with the
U. S. Department of Energy. Thisterm is used interchangeably with “industry.”

FedBizOpps — Government website at http://www.FedBizOps.gov used asfocal point for
viewing procurement opportunities primarily by industry.

Form - 11PS uses forms as "design elements that give users aframework for entering new
information in a database and for viewing existing information.” These forms are used not only
for inputting new data, but also for displaying existing data. The data may be entered or
displayed viaaweb page.

Industry - For the purposes of [1PS, "industry” is defined to include all entities that may enter
into contracts, grants, cooperative agreements, loan guarantees or other agreements with the U.S.
Department of Energy. Thisterm is used interchangeably with “ contractor.”

NAICS Code - The acronym stands for North America Industrial Classification System and is
the new industry classification system to categorize types of businesses. It replacesthe U.S.
Standard Industrial Classification system (SIC) to increase comparability not only in the U.S, but
also in Canadaand Mexico. Itisthefirst classification system for North America. To read more
about the NAICS and lookup the new industry codes, go to the following Web site:

http://www.census.gov/epcd/www/nai cs.html

Proposals - For the purposes of this guide, the term "proposal” includes pre-applications,
applications, bids, proposals and other solicitation-related documents. It includes any and al
information that must be submitted to DOE as identified in the solicitation.

SSL - The acronym stands for Secure Socket Layer. SSL is a security protocol that protects data
by encrypting it as it passes between servers and Web clients. The system administrator
distributes the certificate to Web users.

Folder - By clicking on afolder usually located next to the document section title, the section
becomes either expanded or collapsed.

Views - A view isthe entry point to the data stored in a database and/or for opening and reading
documents. Users select aview to see alist of documentsin the database and then open
documents from there. Web users can click alink to open a document. Every database must have
at least one view; most databases have several views to organize and present documentsin
different ways.
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II. LOGIN PRIVILEGES

There are four classes of users associated with the DOE Industry Interactive Procurement System
(I1PS): A. Guests, B. Registered, C. Subscriber, and D. Contracting Officer & Contract Specialist
(COICS). Depending on the user’ s classification, the users will be able to view certain
information such as only their own proposals/solicitations and information received from the
contracting officer. Industry will only be granted privileges associated with the first three
classes of userslisted as follows:

A. GUEST (ANONYMOUS)

Guest users are not required to login. This access level provides the user with the ability to view
and download all solicitations, solicitation documents, and solicitation messages. At thislevel,
users do not have the ability to submit proposals electronically, create or edit any formsviathis
web site except for the registration, subscription or combined registration/subscription forms.

B. REGISTERED

Industry users who wish to submit proposals electronically must register for a unique user id and
password. A user must have completed the electronic registration form and received notification
of acceptance from the Government prior to being able to login as aregistered user. (Seethe
sections of this manual entitled “ Register” and “ Submitting a Bid/Proposal and Other Forms”
for more information on these topics.) Registered users have al the abilities of a guest; they also
have the ability to create and view their own proposals and contractor response forms as well as
view Award Notification or Government Response documents that relate to their proposal.

C. SUBSCRIBER

Industry users who wish to receive automatic e-mail notifications regarding business
opportunities must subscribe to 11PS by completing either the subscription form or the
combination register and subscribe form (See the sections of this manual entitled “ Subscribe”
and "Register and Subscribe".) Those users completing the subscription form only are not
provided with a unique user id and password. Rather, the user's name is placed on the electronic
mail list. Other than the ability to receive notices, subscribers have the same access level and
abilities assigned to a Guest user.

D. CONTRACTING OFFICER AND CONTRACT SPECIALIST (CO/CS)

DOE Contracting Officers and Contract Specialists have all the abilities of a guest, plus they
have the ability to create, view, and edit their own solicitations, solicitation documents,
solicitation messages, and government response forms. They aso have the ability to view
contractor prepared proposals and responses to a solicitation for which they are responsible.
They do not have the ability to review proposals or source selection data not under their purview
nor do they have the ability to edit proposals once submitted by registered users.
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[HI. ACCESSING IIPSVIA THE DOE-CENTER WEB SITE

A. DOE-CENTER WEB ADDRESS
Launch your Internet browser such as Netscape, Internet Explorer, Mosaic, etc.
Connect to the I1PS web site by entering the Universal Resource Locator (URL) then the

domain name or address:
http://e-center.doe.gov

The DOE-center's homepage (as shown below) and can be viewed by all users. Looking over the
home page, the screen isvisibly divided into two main areas: 1. the frame (as defined by the top
and left borders), and 2. the view pane that displays the selected web page. If your screen is not
large enough to display the entire page, scroll bars will automatically appear.

$7DOE e-center - Netscape (O] x]

File Edit View Go Communicator Help

S T S < & @ &%

Br| ef : Back Farvard Reload Home Search MNetscape Print Security Shop Stop
L i wf Bookmarks A Location [hip,/e-center doe.gov/ ~| @37 What's Pielated
description —

Use this button to help you understand and quickly o -

navigate between the Office of Procurement and E 'ce n te r

Assistance Management's two major web sites: the

E-Center and the Professionals Homepage W’ Do business with DOE

Frame
Hello, you are currently visiting the Department of Energy's E-Center. The E-Center 1s the Department of Energy's web site
for information on doing business with the Department of Energy, including wiewing current business opportunities, registering
to receive notification of new business opportunities, and obtaining information and guidance on the acquisition and financial
assistance award process
» Click here if you would like to browse for existing business opportunities
Na/| al on v Click here if you would Like to register to receive notification of business opportunities
g » Click here if you would like to login to E-Center
buttons — + Click here for mformation and guidance
“““““ ey Are you a Government or private sector professional seeking statuatory andfor regulatory information in the areas of
procurement, financial assistance, personal property, contractor human resources management, professional development, or
business practices? The Professionals Hemepage is a web site dedicated to providing information on these areas. Use the link
belew to access the site
b Commect me directly to the Office of Procurement and JYF 1t Professionals Homepage
View pane
¥ This site was designed for Internet Explorer 5 and Metscape 4.x higher. ¥ou can download these browsers using the links below.
Internet Explorer S Hetscape dx
-
|Document: Done =S e e AP BB 2|

Figure 1: DOE-Center & In?ormation home pagé

Links are conveniently located for downloading either Internet Explorer or Netscape browser.
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B. VIEWING THE DOE-CENTER WEB SITE

1. Frame

As mentioned in the previous section, the frame contains the name of the web site, DOE-center
Doing Business with DOE, as well as eight hypertext buttons that navigate users to various
locations within or linked to the DOE-center site. Those eight navigation buttons include the
following: About E-center, Browse Solicitations, Register, Login, Information, Other Business
Opportunities, Professionals Homepage, and Help.

By placing the pointer over a hypertext button, a brief description of the web page you are about
to access will be displayed in the upper left corner of the frame. The text disappears when the
pointer is moved away from the button.

Only four of these locations allow users to interact with [1PS directly: Browse Solicitations,
Register, Login, and Help. Depending on auser’s classification, s/he can proceed beyond the
[1PS home page by selecting Register or Login. Guest users have access to only Browse
Solicitations and Help.

The remaining locations provide additional information that is helpful to industry in
understanding how to do business with the government. For this reason the Information, Other
Business Opportunities, and Professionals Homepage locations will not be describe in detail in
this user manual.

Table 1: Navigation buttons

NAVIGATION |DESCRIPTION
BUTTONS

'Opens to the E-center home page and provides brief information about the sites. A few hyperlinks
are listed to sites that can also be accessed by clicking a button in the frame.

(=
” [Directly links to IIPS. All users can only view and print general information about the solicitations
e that are listed in the Industry Interactive Procurement System.
A NFORMATION
 GTIER BUSINE:
OPPO|
HO

to unsubscribe without being removed as a registered user.

Directly links to IIPS. Once a user receives notification that his/her registration form has been
approved, the registered user can login to IIPS to begin submitting proposals or creating solicitations
depending on their level of access. Users can also change their own login password.

Guides users to information on how to do business with DOE by providing links to additional web
pages. Read topics such as Understanding DOE contracting, Getting on the DOE Bidder’s List, etc.

Guides user to other government web sites including field offices nationwide. Hyperlinks are
available to Commerce Business Daily, Federal Financial Assistance information, and more.

Provides access to Office of Procurement and Assistance Management site which includes
information about Contractor Human Resources, Business Practices, and more.

Provides contact information and a download of the Industry Interactive Procurement System Users
Guide.

o Directly links to IIPS. Users can access the electronic forms to register as a user and subscribe to
receive email notifications when new solicitations are posted to the web site. A user may also elect

2. View Pane

“About E-center” is the home page that is linked to the first navigation button labeled “ About E-
center” listed in the frame' s left border. As demonstrated throughout this document, hypertext
links can appear as underscored text often of another color other than black or as a 3-D object
such as a button. Most web pages contain hypertext links that take the user from one web page
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to another within the same web site and sometimes to aweb site external to DOE. Selecting one
of these objects will navigate you to another web page. Click anavigation button in the left
frame to view the specified web site. If the frame disappears, click the Back browser button to
return to the previous view.

3. Viewing web pages

|1 PS does allow two options for displaying aweb page: and
WIEEM. Before entering a specific location, users are given the option to open aweb page
within the view pane or to display the web page in anew browser window.

For Example, click on the BROWSE SOLICITATIONS button. The two options for displaying
the next web page are located below the pick list text box:

5= DOE s-center - Heticags

Youmay browie the Bavineas Dpportumities corently avaikabbe in O Dndostry
Interaetive Procuroment Syetam (LIFS) by wiing the pieklian bobow, By clicking an
ihe small black armrew, a list of sort options is availsble. Select an sption by dicking
am it. To preceed with displayimg the Basmess Opportupities precess, click om esther
the “Crpen within frame' batton or the “Open in & pew window™ bitien

T

l

|Salicitation By Mumter [ B Picklist

I

Yo may hrowse the Rasiness Opporiumdiies ander S100,060 by chicking here. Yom
will mewil to rogisier with the Simplilied Acquisstions svatein belace sowing thaae
appuriusities.

T

o Dacument Dong C I v )
Figure 2: Browse Solicitations view

1. Open within frame
The view pane is designed to display the web page inside the frame so that navigation buttons
are clearly displayed and easily accessible at all times.

Privacy Notice
e Solicitations By Number

(GRS 0 ST GRE e
Clicking on the folders (O may allow you to view add 1 d ts, depending on your access rights.
Solicitation Status Contracting Officer Title

(1 DE-AA01-00RW33333 Solicitation Issued Ellen Clayton Automating Administrative Service
DE-AA01-01AA00000 Solicitation Issued Douglas Baptist IIP3 External User Manual
DE-AB01-01HR3333 Draft Documents Published George Champlain =~ TEST#

DE-ABO1-01HRA567 Synopsis Published Ayeshal Mir test2

(3 DE-ABO4-00EW33333 Synopsis Published Ellen Clayton Solicitation Title
DE-AB04-01RW33333 Synopsis Published Ellen Clayton test of dup dental
DE-AC07-01TD 14038 Solicitation Tssued Brad Bauer GEN TV TEST

[I:I DE-ACOE-00NVO0001 Draft Documents Published Douglas Baptist TIPS Development _'LI

4 »

Figure 3: Open within frame
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2. Open in new window

This option opens a second browser window to display the web page. Thiswindow excludes the
frame thereby allowing users alarger viewing area. The first window remains opened in the
background. To close the second window without closing the browser, click on the Close

button.

i DOE e-center - Netscape s [=]] Lll
7E\Ie I _ (o] x]
vi v File Edit ¥Yew Go Communicator Help
B 7 \ * - ; 5
I <4< @ aA 4 = = S T
Back Fanvard  Reload Home Search Netscape Frint Security Shop Sfop
r3 3
-
—
Solicitations By Number

IBreviouss( mmj‘ fexpand TRRCOIaps e

Clicking on the folders (1 may allow you to view additional documents, depending on your access rights.

3 DE-AC08-001V00001
3 DE-AT01-00AD00001

Draft Documents Published Douglas Baphist

Solicitation Issued

Douglas Baptist

Solicitation Status Contracting Officer Title

0 DE-A401-00RW33333 Solicitation Issued Ellen Clayton Automating Admimistrative Services
DE-AA01-014 400000 Solicttation Issued Douglas Baptist TIPS External User Manual
DE-ABO1-01HR3333 Draft Documents Published George Champlan ~ TEST#
DE-ABO1-01HRA4567 Synopsis Published Ayesha? Mir test2

[ DE-AB04-00RW33333 Synopsis Published Ellen Clayton Solicitation Title
DE-ABO4-01RW33333 Synopsis Published Ellen Clayton test of dup denial
DE-ACO7-01ID14038 Solicttation Issued Brad Bauer GEN IV TEST

TIPS Development
Institutional Goods

C. VIEw A SoL

(O DE-AT01-014D01226 Solicitation Issued Douglas Baptist Network Support
E ’@ [;l DE-AY01-01HRO7E6 Solicitation Issued Ayesha? NMir Tust to CHECE
[ == ] |Document. Done E

=l

e s 2P Q) N | 2

4—— Window Buttons
- Minimize
O Maximize
X Close

Figure 4: Open in new window option

ICITATION

Click on a Solicitation number hyperlink to view general information about the specific

solicitation.

Go to Go'to Subrmit View
Main View E<Ceriter Question | Questions

U.S. Department of Energy
Industry Interactive Procurement System - Development version

SYNOPSIS & SOLICITATION INFORMATION

Solicitation Number: DE-AA01-00RW33333

Title: Automating & dministrative Services

Deseription: This is the description on the PR document. This solicitation is a test. The
solicitation m referenece is to determine the what the services are used by the
adrninistrative staff and how the services can be antomated for efficiency and
sawing costs.

Link to Numbered Notes

Requiring Activity: RW

CBD Codes 35

NAICS Codes 4215

Simplified Acquisition?:

Type of Action: Basic Award Schedule

Figure 5: Solicitation view
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D. MAIN VIEW
OnceinsdelIPS, linksto the Main View are referenced on various pages throughout the site.

Click onthe Main View button at the top of the current screen.

TheMain View appears:

U. 5. Department of Energy
Indusiry Interactive Procurement System - DevTest

View Solicitations As Sorted By...

@® Number @® Cwrent Staiuns

@ Contracting Activity @ Program Office

@ Date Posted @ Title

@® NaICS @® CBD

L] Type of Action @ Contracting Officer
@® Award Archive

Mare detailed instrucions for using the IIPS are available in the comprehensive Lsers Guide (in ME Word and Acrobat POF format)
attached here for downloading.

IPS User Guide - March 2001 doc IIPS User Guide - March 2007 PDF
Need Help/Support
Indusiry Interactive Procurement System Support
Help Desk Hours are
Mon-Fri, 8:00 am - 8:00 pm Eastern Time (except Federal Holidays)
800-683-0751

Figure 6: The Main View

TheMain View provides alist of options to view solicitations, which the user can choose from.
The view that appears is for anonymous users (as shown above).

Additional information is aso presented such as the User Manuals and atoll free number to the
[1PS Help Center.

Y ou can then click onthe Number hyperlink to view solicitations sorted by solicitation number.
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V. ACCESSING THE DOE INDUSTRY INTERACTIVE PROCUREMENT SYSTEM

A. ABOUT E-CENTER

& BOE s-center - Heticape
Bl Edt Yew [o Commrcanr Hep

x 4 4 a ®m o & O EINE

Back | Pgoad  Home Beasdi  Fetecaps Pk Seculy Bhop

Helio, wou oy cwrrently wising e Deparment of Eaergy's e-rerter. The a-cemeer 1= the Dirpartmens of Erergy's web e for
At o g boames § Wi he Tepartient of Erergy. ot Teaing cUrtend Merss sgporThidis, regnieieg o paieie
rrrbBieabiar of 2w e cppariuxties, and chianng iformobion erd edmnce oo fhe arquaton and Erencinl aenrerce swerd
PR

v ek bere of pon o d Kew i broesere: for exisng besress apporhmie s
v Chicke berr f s ol A Rie 1 regamer 0o reCerme noRBention of DUESsss S M
v Chrke here oo weadd Kew b logn be a-cenber
» Rk b :'-l'-:-”.-ru ol puirdarce
et

Are you o Cavemment or prisvis sector profesional seekog sahogney andior reprdsbany miormaion nthe areas of preogemeni
Dt assmance, personal propermy. coniarts ST 25 EEARETAENE, [riofrsn il deuslopniend, of bme s fracices? The
Frefacncrole Homepage = o web e dedicated b cemution on Heae arear. Uoe e brk bela i accase Ha rin

* Torreckne Jrecdy to the Ofic: ol Preorensol and Anolares Mansgernes Praftmarad Horep age

¥ Thas s wra de g ed Fan bnserst Raplowas § 3 el H itaiags 4 2 highet o Ton cua ol ad (e orwese veng et Linke R om
Inburmsi Prplorsr S Hrimps =
Jrtp Ma- cartar. dae gowdoebadey reMOpanCawabascBahowiiic % WP o-E ]

Figure 7: E-center Home Page

The web site opens to the home page titled About E-center. Hyperlinks asindicated by text that
start with » Click here... are available for usersto browse, register, login, or view information
pertaining to [1PS. Note these hyperlinks are the same links as the second, third, fourth, and fifth
navigation buttons listed on the frame. Click a hyperlink and a new page appears. The
associated navigation button is highlighted indicating it is selected.

B. BROWSE SOLICITATIONS

The Browse Solicitations web page provides a medium for visitors or “ Guest” usersto view
solicitations and ssimplified acquisitions that are issued by the Department of Energy without
committing any information about themselves or to a solicitation. These users have not yet
submitted their proposals via lIPS, but may choose to do so by becoming aregistered user at a
later time. Guest users are not required to login and can lookup and download initial solicitation
information at anytime.

1. Guest Users
a. Browsing Solicitations
To view Solicitations, click on the BROWSE SOLICITATIONS hypertext button.
The Browse Solicitations web page appears. Instructions are provided to assist new users on

how to view thisinformation. Selecting a view option from the pick list will sort the solicitations
either by Number, Current Status, or Program Office, and so on when displayed in the viewing
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area. "Solicitation By Number" isthefirst option on the list and, therefore, the default option
that appearsin list box.

Click the drop-down arrow to reveal thelist of available options.
Highlight and click on Solicitation by Number for this exercise if you are afirst time user.

Click on the @JERRRIGERIEWLE button.

A
Browse the Department of Energy's
business opportunities

Privacy Notice

U. S. Department of Energy

Industry Interactive Procurement System - DevTest
View Solicitations As Sorted By...
® Number ® Current Status
® Contracting Activity e Program Office
® Date Posted e Title
® NAICS ® CBD
® Type of Action ® Contracting Officer |

® Award Archive

More detailed instrictions for using the IIPS are available in the camprehensive Users Guide (in MS Wand
and Acrebat PDF formea) hed kere for de loadi LI

Figure 8: Browse Solicitations view - pick list

Click on aview option such asNumber.

The next screen that appears will contain alist of al public synopses and solicitations created in
the database sorted by the synopsis and/or solicitation number. For more information on how to
view solicitation information, see the section of this guide entitled VI. USING FORMS, 1. View
aNew Synopsis or Solicitation on page 37 for a detailed description of the various views
available.

Solicitations By Number

revoTSHne ol carc U uliie o2 o ah
Clicking on the folders (1 may allow you to view additional documents, depending on your access rights.
Solicitation Status Contracting Officer Title
%DE-A_AOI-OORWBBBBB Selicitation Issued Ellen Clayton Automat
Document, A4S Diocument Title, 01/04/2000
Messages, Subiject line for Messages; D1/04/2000

DE-AA01-01AA00000 Selicitation Issued Douglas Baptist P Exg
DE-ABO1-01HR3333 Draft Documents Published George Champlain = TEST#
DE-ABO1-01HR4567 Synopsis Published Ayesha? Mir test2

Figure 9: Browse Solicitations - expand a folder view

Click on the folder icon to expand alist of document views associated with the solicitation.

Click on the solicitation number hyperlink to open and display public information pertaining
to that solicitation.
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If asolicitation (or other heading — depending on the option you selected) has afolder next to it,
clicking on the folder will display additional information, subject to the level of access of the
logon user. For instance, in the Solicitation by Number view, clicking on the folder next to the
synopsis or solicitation number may display documents such as the Statement of Work, Cost
Exhibits or other information needed to understand the supply or services being acquired.

Click on the solicitation number hyperlink to open and display public information pertaining
to that solicitation.

The Synopsis & Solicitation Information for the specific solicitation appears.

Go to Go'to ubrit View
MainView | E-Cenfter Qu\!ﬁim Guestions

U.S. Department of Energy
Industry Interactive Procurement System - Development version

SYNOPSIS & SOLICITATION INFORMATION
Solicitation Number: DE-£A01-00RW33333
Title: Automating Admitustrative Services
Description: This 15 the description on the PR document. This solicitation is a test. The
solicitation in referenece i3 to determine the what the services are used by
the administrative staff and how the services can be automated for
efficiency and saving costs.

Link to Numbered Notes
Requiring Activity: EW
CBD Codes

33
Figure 10: The Synopsis & Solicitation Information form

NOTE: Guest users may submit a question to the assigned CO/CS for the specific solicitation as
well asimmediately view the question submitted. Once a question is submitted, it cannot be
edited. See the following sections on submitting and viewing questions.

b. Submitting a Question

To submit a question on a specific solicitation, follow these steps:
Click on aview option such asNumber from the Main View.
Click on a solicitation number.

Click on the Submit Question button at the top of the screen.
The | I PS Solicitations Question window appears.
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IIPS Solicitation Questions —]

Solicitation Number Section Attachment Number of
Letter or # | Provision/Clause
|DE—AA01—00RW33333 ‘| B | | | |

Please Eead

Question:
[
H

Contact Information

Please prowide the mformation below so that we may contact you for clanfication, f needed. This mformation 15
for Department of Energy use only and will net be publicly pested.
Name: I

Company Name: I

E-mail: I

Telephone: I

[Sabmit | [

Figure 11: 11PS Solicitation Questions form

If you wish to exit this screen without submitting a question, click on the “X” button to close the
window.

To proceed, follow these steps:
Click the drop-down arrow to specific a Section if applicable.
Enter the Attachment letter or number.
Enter the Number of the Provison/Clause.
Click on the Please Read hyperlink.

#< Netscape O] x]
Vendor Help

Warning!! By submitting this form you will be posting this question to a publicly
accessible database. Although your question will viewable initially by only certain
DOE personnel, it may be deemed necessary to share your question, and its answer,
with the general public in order to aid others with the same area of confusion.
Therefore, do not include confidential information or details that you want to keep
private.

Your name, company name, email, and telephone will not be viewable by anyone
other than DOE contracting personnel.

Close this window

[P == | |Document. Dane s g 2P B 2| 4
Figure 12: Please Read from I1PS Solicitation Questions form

Carefully read the information on this screen. It provides pertinent information about questions
aswell as answersthat will be posted on the I1PS site.
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Click on the Close this window hyperlink to return to the |1 PS Solicitation Questions view.

Compl ete the contact information fields. All of the contact information is required.
Enter your Name.
Enter your Company Name.
Enter your full E-mail address.
Enter your Telephone number including area code.
Click on the STIIL button.

If you do not enter information in the Question textbox, the following dialog box appears:

e-center.doe.gov - [JavaScript Application] E

& You must enter same text in the question field

Click on OK and enter a question in the appropriate field.

If you do not enter any contact information, the appropriate dialog box will appear for each field
that isincomplete:

e-center.doe.gov - [JavaScript Application] E

& ou must enter your name

Click on OK and complete all required fields.
Click on the S button.

c. Viewing Questions

Go to Submit View —
E<Center Question | Questions

U.S. Department of Energy
Industry Interactive Procurement System - Development version

SYNOPSIS & SOLICITATION INFORMATION

Solicitation Number: DE-4401-00RTW 33333
Title: Automating Administrative Services
Description: Thuz 13 the description on the PR document. This sohottation 1z a test. The

solicitation in referenece is to determine the what the services are used by
the admimstrative staff and how the services can be automated for
efficiency and saving costs.

Link to Numbered Notes

Requiring Activity: R

CBD Codes 35

NAICS Codes 4215 -

Figure 13: View Questions button
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Click on the VIENICIESITIY button.

The Solicitation Questions screen appears.

Solicitation Questions

|»

o fprevicus (ERnext P -EEEHID,:" lexpand SOl lapsesy

ew By Question Post Date
‘3ADE-AB01-01HR4567

o dSection A of DE-ABO1-01HR4567
Lhad concern about this solicitation. Can... 06/26/2001 11:50:38 AM EDT
[ODE-RP0O5-990R21211
CIDE-SC01-01HRO0034
[IDE-SC01-01HROG08A

fprevious SOMRNCCP -

4

Figure 14: Solicitation Questions view

isthe first option and the default setting.
Click on each folder to expand the section view.
Click on the hyperlink to display the question submitted and the answer.

Click on the RETIRTNII=E button to return to the Main View.

To become aregistered user or subscribe to e-mail notifications, read sections “REGISTER” and
"SUBSCRIBE" on the following pagesin this manual. If you would like to know how you can
find out more about using the Industry Interactive Procurement System, read the section on

getting "HELP".

C. REGISTER

Once at the DOE-center home page, those who wish to become a registered user, including a
Contracting Officer/Contract Specialist, should proceed to register asan IIPS user. As
previousy mentioned, the CO/CS and reviewersmust register with the 11PSto be able to
access the main database. Y ou must use a specific “user name” when you register. Either your
[1PS Point-of-Contact (POC) or the cognizant CO/CS will provide this“user name’. A list of
COICS s provided in the appendices.
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#/ DOE e-center - Netscape H=1E
File Edit ¥ew Go Communicator Help

|2 & 3 4 = @ = £ 8 @ N

Back Faryard  Reload Horne Search  MNetscape Print Security Shop Stop

This is where you can register to participate in 4
Simplified Acquisitions or for acquisitions above & e‘centeT
this threshold (or grants). You may also request to by .
be notified of new solicitations. by & Doifrg business with DOUE
Privacy Noiice . s
You may register for either the DOEC-WEB system or for the Industry —

’ Interactive Procurement System (IIPS). DOEC-WEB is utilized for

Simplified Acquisitions ? while ITPS is employed for acquisitions greater
a1 than the Simplified Acquisitions threshold and/or financial assistance:

=™

m NESs.

#ROFESSIONALS

™ Check this box for Simplified Acquisitions

@

IIPS choices - Click on one of the options below:

© Register only - This allows you to submit proposals

© Subscribe only - This allows wou to receive notifications only

" Register and subscribe - Combines the functionality of the above options
" Unsubscribe from IIP5

OPPORTI

Note: Beyond this point you will be using a secure connection to the server.

| Proceed to forn [ ]
[ [ | |Dacurnent: Done S s o B 2| 4
Figure 15: Register with IIPS

Guests can register themselves or their organization at this web site in order to submit proposals
viallPS. They may also elect to subscribe to receive e-mail notifications of new solicitation
postings to the web site. The Contracting Officer, Contract Specialist, and reviewers must also
register, but do not need to subscribe to notifications due to their classification. All of these
activities occur in the database under a secure environment.

Those individuals who have the authority to enter their company into alegally binding contract
and intend to submit proposals via this system must also electronically register prior to being
able to submit proposals on this system. All users who register will subsequently receive
confirmation via an e-mail message that they are registered. Once registered, you will log in
using your name and password.

NOTE: Your password in this system is encrypted and the [1PS System Administrator does not
have the ability to look up anyone’' s password. However, the I1PS System Administrator can
reset the password to a new one if you forget your password.

Users registering for the first time will encounter a number of screens. If for any reason you are
unable to complete the process and need to exit without submitting your request, click the Back
button on your browser’ s toolbar or click on a navigation button such as Browse Solicitations.

To register, follow these steps to guide you through each process:

1. Register

- Click onthe REGISTER button.
Click in the second checkbox to select "Check this box for Acquisitions greater than
Simplified Acquisitions threshold or financial assistance.”
Click in the radio button to select "Register only..." under the I1PS choices option.
Click on the [JET e RleRiaL button at the bottom of the screen.
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a. Security Information and New Site Certificate

A "Security Information” dialog box appears to warn users of transmitting personal data. If you
do not want this box to appear again, click in the checkbox to remove the checkmark. By
selecting the Continue button, users can proceed to register. If you click on the Cancel button,
you will be returned to the Register web page.

s hmemi x

. 8 sl ans Coin] b Qbse iy B
i sy e et Bpan e b g pvuesrid, oo ol i
s o e ik i 0 e Frwod fe
LU RETIE TR Ps Ln BT S e

- Eys T Bt Pzt T

Condem I (=15

Figure 16: Security Information diaog box

Click on the Continue button.

Netscape Users...

2 Hew il Co 5l - Mo =10| =]
4 New Site Certificate

e-center.doe.goy s a site that uses encrypiion to protect
wransmitted informaton. Howewver, Netscapes does not
recognize the authority who sigred its Certificate.
Althiongh Merscape does not recogrize the sioner-of this
Certificabis, you may decide to sccept Ik anywray 50 that you
car connect bo and eswcharge information with Hig site,

This assistant will help yau decide whether or rot wou wish to
accept this Certificate and to what extant

NE-;_-EE Cancal

Figure 17: New Site Certificate - first of severa screens

For those using Netscape, a series of "New Site Certificate" screenswill appear for those
entering the secure site for the first time.

Click on the Next button for this and any subsequent screens.

TIP: On the 3" screen, look for the “accept certificate forever” option and select it. This
eliminates repeating this process each time you access the | IPS site.

Click the Finish button on the last of these screens.

A "Certificate Name Check" window will appear.
Click on the Continue button.

I nternet Explorer User...

For those using Internet Explorer, two “ Security Alert” screenswill appear.
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Click on the OK button on the first screen.
Click on the Y es button on the last screen.

For either Netscape or Internet Explorer users, once you have accepted the encryption
Certificate, aNotice of Disclaimer appears.

b. Notice of Disclaimer
A “Notice of Disclaimer” will appear on the screen. Read the information carefully. Y ou must
click on“1 Accept” to proceed past this point. Those who decline cannot register.

Natiee af Disclaimes

A 4 condtian fosegistar ar to suhsenhs to the bndustry Interackir e Proourssiesd System ([P 2L wom anbehelf of o company sgees to the teons wd conddiens of this Hatioe of
Cigclsimmer thos *Hotee's Thoe ¥ otics saie Forb genecal 1 and conditons 1= gardasg the ues of [TF3. By eliclang on the Arcept batton bslow, srou acknoe decige thal you sre seras
nfand wceepl the poaramedecs wilban which the U5 Dapacbrant of BEoargyr will ba coredaching elacbionic busmises vin lIFS. Bpacficalby; yoo agres bolbs following

#  Vouagree 1o protecl thie user nene end passeoed essigned bo oo finm Aoy comgummese of s eifconstion oo F o pec may cegoh s yous fon's sepaterlion beg
seporred Bram [[FS;

- DOnee o rsgisksr on TR, wou mey joon & s oliciidion specific meilog st hogever, the govemment mekes no guarantss of slsciroric meil podification. Besl practics wold
mishsde Frecroent visdts o the IES weh mbs;

4 Veouagreto agcept o "diglad sipeahes” spproichae dataded i cack aokaitation. A "Egital #gnatee’ way b aceamplisted by eompleting sed sutredtling saquetad

adurenetion v [JPE usng you oo user nene sl passead; by compdsling, signing and bardnithng e regqueated do cuments vaa e-mail or feramils, or by sually

sgrang ths eopar sled doTumanits and-sakendthing the signed onginal via G

4  YVemagres looese TIPS for it intencdsd puposs ondy, 168, Iu raramve solicibslion Lrlfomum from and ko submit propoeslhid cdomhon o the 113 Desperinent of Ensrgyr.

¥ou ngras {o mainian Phie scooecy ind curmency of Ehe i ik uney k, wovd,

4 Yowagneto D s ol e N orth Amatice]ndoiend Classification (AL Codk Tor L frpodi ar eac B ool 14 gee g butdnise appoeiunibies o the 03
Dipartment of Bneagy. Hds the wendoe's eeeponsthitty 1o thoose e sppenpuiale HAIC oode. Yiou agre e thal e Balure bo setere wnolificetion diss 10 the ohoire of MAK?
e by the wandnr is rok the raspons ihitly o the 3 Drpament of Eniergy. Patential wendors ars - wsheiped 1at 1053 tramemite & msil noificstions baesd on the WAL
cocdee; however, tha policitatione will contires 1o smpdos the JI0 codae utd the TBA repulatices ws eviaed b mcorpor s the AL codes

Figure 18: Notice of Disclaimer

Scroll to the bottom of the page.
Click on either or [PEIE.

| Accept: Returnsto the 11PS Register home page.
| Decline: Movesto the registration form.

c. Registration form

Fields marked with a J are required fields

Company Name: 9

Business Unit: I
DUNS Code: li
Street / PO Address: ’I
Street / PO Address: I

City, State, Zip: ‘I l_Ll
First Name: I

Middle Initial: I_

Last Name: “'I

(please do not include suffix lilee Jr., 3r., etc. in Last Mame field)

E-mail Address:

Phone Number: I

Password: eemstuazy PLEASE RECORD YOUR PASSWORD. It
will be encrypted as soon as you submit this request.
This is a random password. Feel free to change it, but it must be at
least 6 characters long.

Figure 19: Online Regigtration form
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(1) General Company Information
By standard procedures, all fields that require input are preceded by ayellow sphere.

Note: Do not enter "N/A" in any blank field.

(2) Contact Information
Scroll down the screen to reveal the "Contact Information” section. Fill-in the First Name, Last
Name, E-mail, and Phone Number data fields under this section.

(3) Password

Make note of the random password issued when you scroll down the screen. Y ou can change the
password at thistime or at alater time. A new password should contain at least 6 a phanumeric
characters and no spaces. Passwords are case sensitive and will be encrypted once theformis
submitted. Passwords must conform to the DOE Natice 205.3, Password Generation, Protection
and Use.

Click on the SRt Tt re s button at the bottom of the form.

d. Encryption Information
An "Encryption Information" dialog box may appear indicating the registration information sent
has been encrypted for security purposes and forwarded to the [1PS System Administrator.

Click on OK if the box is displayed.

e. Forget tofill-in arequired field

If auser does not complete arequired field, a message screen will appear prompting the user to
fill-in the specified field(s). The following screen depicts the message a user will see and can
easlly identify the field(s) that require attention. Y ou may be asked to provide Company
Information. This occurs when the user name you entered is not the same as the name that was
listed in [IPS for you as a CO/CS or reviewer. Please contact the 11PS POC or the hotline for
assistance.

Certain required fGelds were left blank or contadmned invalid entries. Please lic
the BACK button and fill in or correct the following felds:

Yo st enter & comp iy naes

Toumust eater & street address for your cotnpany

T o st eptar fhe ooy that wour company 15 lecated in
Toutnust eotet the stete that your Eacapany iz located in
Toumust enber the gp code for the company mailing address

Figure 20: Register - Notice to fill-in required fields

Click the Back button on the browser’ s toolbar
Fill-in the appropriate field(s)

Click the button again.
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f. Registration completed

Thauk vou, Mark, for your registration. You will receive confirination from
the appropriate systems once your registration has heen processed

Fgure 21: Regigtration confirmation - Thank Y ou!

A message similar to the one above will be displayed when your registration request is received
and saved on the || PS secure server.

Click the a navigation button such asthe Browse Solicitations to exit this screen.

0. Registration Notification

As mentioned in the screen above, auser's registration is not complete until the information has
been processed by the 11PS Administrator. Upon completion of the process, a user will receive
an e-mail notification similar to the following message:

] Ele EdE yw Creste Acione  Wndow  Help EETE]

C AT 0 ] £09] T T e s s

| (] rewiowe | ok | % tatoroitn. | Btpament | 4 ks | 2 Peokthiiin |

E Bt RO REMIGE-RD1. DR 58 B0 TEFTHES 183535 AM =]

JotnErarpTDEZOOE

dmct  Fesgiakon Fequa

Toar regimtrsticn request far the DOE JIFS vax succaesxiul far user Jochn B
Ewira '|D| wap noW Log on sid usd the site tosubwit bids sod proposals.  Thamk
e bo not reply to thim m-meil. I you have quasticona, you may
e—noil l:he site adeinistraior Hegp: dvp-e—l.|.p-} T e g

| VB reand digawendgl et T e

Deleting this notification will not interfere with the 11PS database nor the user’ s registration
status.

2. Subscribe

As mentioned at the beginning of this section, Guest users may subscribe to receive e-mail
notifications of new solicitations that are posted to the web site. The Contracting Officer,
Contract Specialist, and reviewers do not need to subscribe, due to their specific access rights.
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Subscribe provides e-mail notices of new Solicitations based on the first three digits of the
North American Industrial Classification System (NAICS) code, which isreplacing the SIC
code. Notices are sent based on the CBD code also. When a solicitation is created in the I1PS
database, the CO/CS assigns an NAICS and CBD code to that solicitation. Subscribers who
have requested to be notified of new solicitations with the same NAICS or CBD code will
automatically receive an e-mail notification.

Registered contractors may choose to join a solicitation specific mailing list by clicking alink
while reviewing the synopsis or solicitation. Be advised that there is no guarantee of e-mail
notification. Best practice would be frequent visits to the web site. A user must be registered to
receive solicitation specific e-mail notifications.

To subscribe:

Click on the REGISTER button. (See Figure 19: Online Registration form on page 20.)
From the Register web page, click the 2nd checkbox to select "Check this box for
Acquisitions greater than Simplified Acquisitions threshold or financial assistance.”
Click on the radio button to select "Subscribe only..." under 11PS choices.

Click on the [JRT e RleRiaax button.

Click on the Continue button if the Security Information dialog boxes appear.

Click on or at the bottom of the Notice of Disclaimer web page.

You must click on “1 Accept” to proceed past this point. Those who decline cannot register. See
Figure 18: Notice of Disclaimer on page 20.

The online subscription form appears:

Fields marked with a & are reqguired fields
[ Conesd Company toformation |
Cumpainy MName: "I
Basiness ndis I
I'ype ol Business: | _...._]
Type of Ownership: | ;{
I'ype of Orgnniration: "] _:J
DUNE Code: I 1
Street | PO Address: ‘]
Street | PO Address: I
Ciry. State, Tip; -‘I | ;I ; |
Cimmity: "'I
Mummher of employees: "I
(inchiding afFlistes, for fomr greveding calendse coarters Beetd for seal
tusmess)

Figure 22: Subscription form

Complete the form as much as possible and be sure to fill in all required fields. Otherwise, the
form will not be accepted for submission. If you forget to fill-in arequired field, [IPS returns a
notice identifying which field(s) requires an entry. See section e. Forget to fill-in arequired field
on page 21 for additional information.
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Scroll down the screen to view and enter more fields.
Click on the ST I ETes button at the bottom of the page.

3. Register and Subscribe

Register and Subscribe provides a combination of Register and Subscribe as well as al the
fields that make up both forms. As aresult, the need to enter duplicate information such as name
and address when filling in two formsis alleviated.

Information requested on this form includes company information, e-mail address, names of
officers, affiliations, authorized signers, and company size. Thisform should be used by
contractors who wish to subscribe and register at the same time.

Click on the REGISTER button.

Click on the 2" checkbox to select Check thisbox for Acquisitions greater than
Simplified Acquisitionsthreshold or financial assistance.

Click on the radio button to select Register and Subscribe.

Click on the [T R Rz button.

Click on the Continue button when the Security I nfor mation dialog boxes appear.
Click on or when the Notice of Disclaimer web page appears.

You must click on “1 Accept” to proceed past this point. Those who decline cannot register.
The Register and Subscribe form appears. Complete this form as much as possible and be sure

to fill-in all required fields. Otherwise, the form will not be accepted for submission. If you
forget to fill-in arequired field, 11PS returns a notice identifying the field that requires an entry:

Certain vequired fields were lefi blank or comtained invalid emtries. Please hit the
BACK bhutten and Gl in or cerrect the following ficlds:

' st enter an coganizahon frpe
Yo st enter the county that your corapans resdes w
Vo rrwet provide the wamber o f eoiplorese in the company

Figure 23: Required field(s) Teft blank

Click the Back button to return to the Register and Subscribe form.
Compl ete the required fields.
Click on the SR eI £ules button at the bottom of the form.

4, Unsubscribe

Contractors can use this option to stop e-mail notifications of new or modified Solicitations
based on NAICS or CBD codes. Thiswill not prevent them from submitting proposals.

Click onthe REGISTER button.

Click on the 2" checkbox to select "Check this box for Acquisitions greater than Simplified
Acquisitions threshold or financial assistance.”

Click on the radio button to select Unsubscribe from 11PS.
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Click on the [T RieRiIax button.

Click on the Continue button when the Security I nfor mation dialog boxes appear.
The "Unsubscribe from Business Opportunity Mailing List" electronic form appears:

U. S. Department of Energy :
Office of Headquarters Procurement Services
Industry Interactive Procurement System

Unsubseribe from Business Oppovtunity Mailing st
Flease provide the name nnder which yon subseribed

Farst Wame= [
hielle Tonitial: [ ]
Lazt [ame: |
E-Mail Addemss: |

Eubimi Fequest |

Fgure 24 Unsubscribe form

Complete the information as it was entered when you initially subscribed or |ast modified.
Y ou must enter your user name exactly the same as when you log in.

The next section will show logged on users how to view their registered name.

D.LOGIN

Y DOE e-center - Netscape
File Edit “ew Go Communicator Help

{Q\aﬁé.ﬁﬁ@im

Back Fonward  Reload Home Search Metscape Erimt Security Shop Stop

[y o™

If you have already registered for either the
Simplified Acquisition or Industry Interactive
Procurment System (IIPS) then you may log in
directly from here.

DY business with DUE

po OO 1T you have already registered with either the Industry Interactive
Procurement System (IIPS) or Simplified Acquisitions system, you may log
in directly from here.

Choose which system you would like to log in to by clicking on the
appropriate radio button. To proceed with the login process, click on either
the "Open within frame" button or the "Open in a new window'" button.

@ Industry Interactive Procurement System
 Simplified Acquisitions

Click on the button below if you'd like to change your password in the ITPS

| [ | |Dacurnent: Done =Sk % a2 EQ 2
Figure 25: Login view

4

&

1. Loginto Access | IPS

Click theon LOGIN button.
Select the radio button for "Industry Interactive Procurement System™.

25



Office of Headquarters Procurement Services | ndustry | nteractive Procurement System (11 PS)

Click on the @JSERRRIGRIEWLE (or the Open in new window) button.

A series of New Site Certificate dialog boxes will appear.
Click on the Next button to pass through these screens.
Click on the Finish button on the last screen to complete the process.

A Username and Password Required dialog box will appear:

Uszername and Password Required E3

Enteruzemarne for ips at doesdips pr.doe. gosw:

lzer Hame: I

Passward: |

ok | concel |

Figure 26: Username and Password Required dialog box

Enter your User Name.
Enter your Password. Remember, your password is case sensitive.
Click on OK.

A Security Information dialog box will appear. Y ou can deselect the option to Show This
Alert Next Time to avoid repeating this step each time you login.

Click on the Syl button.

The"View Solicitations As Sorted By..." screen appears; thislocation in the database is
referred to asthe Main View.

LI, §. Department of Energy
Industry Interactive Proeurement System - Dev

View Selicitations As SBortad By...

® Number ® Cuwrrent Status
® Contracting Activity ® Program Office
® Date Posted ® Tiile
® NAICS ® CED
® Type of Action ® Contracting Officer
® Award Archive
Monre ditidled srestraciions for uefag the [TPS aro avodfable in the comprel Livers Gufda e MY Pord aed Aerodot

POF formai} atiocked dar for denmloading_.

1P User Guade Hach 2000 doc 1P5 U par Guide Mach 2001 PDF
[eed Help/Support
Imterae dive ndusivy Procurement S pim Swgpord
Hoelp Desk bours are
Mlami-Ford, B0 e - B0 pon Fitiern T (except Federal Halidays)
BDO.GB3 0751

Figure 27: The Main View
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2. Change Password

LOGIN provides users the procedure to view their own login name and change their existing
password. This user information cannot be viewed until registration has been approved and
notification has been received.

Follow these stepsto view your login information:
Click on the LOGIN button.
Verify the first radio button for "Industry Interactive Procurement Systems” is selected.

Click on [SERBERESSII RN, See Figure 25: Login view on page 25.

The "Username and Password Required” dialog box will appear if you have not logged in to I1PS
yet,

Enter your User Name.

Enter your Password.

Click on OK.

The "Password Change Request” web page appears. Y our login name appears as originally
entered and cannot be changed.

L. 8. Department ol Knergy
Industry Interactive Procurement System
Password Change Request
Hoemo: Jokn B Ewimg

Hew Pacew sl ¢
i Ll {must be ot bt 6 chamcters)
Re-type Password:

Bubwrdi Raguest
Figure 28: Change Password Request form

Enter your new password; a password must be at least 6 characterslong. Remember to
comply with DOE N 205.3!

Retype your new password for verification purposes.

Click on the Submit Request button.

Thank you, John R Ewing. Your change request has been processed.

Ftum s E‘;ﬁ"ﬂ mens

Figure 29: Change request accepted

A confirmation screen appears indicating your request has been processed. Because you are all
ready logged in to I1PS, you will not need to enter your new password until the next time you
access the |1PS database.

Click on the Return to previous menu hypertext link.
Click on the Continue button if the " Security Information” dialog box appears.
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You are returned to the Login web page.

Click on Open within frame if you wish to continue viewing solicitation information.

E. INFORMATION

¥ DOE s-center - Heticaps
B Bt Yew Do Lommancaor Hey :
<« # 3 # a w@w =+ & @ @ o |
Fint Bop

Bk Foremid . Asload  Hoim Beaxch - Flerecsps

— » Tnderrianding T Cantrctng
T  (eming ot DIE Bbder's Lict
* T<0E Tan of 5 -

2
g eals (RER 4y

* Carbect Peds = nen

« ol Business snd oeber Frefrenes Erograms

* Wik [OE Bays

+ Unrolkrizted Propesal Syt

! G 40 PRECHTRE proo, cetipetng Far pands, bibhiog, o
=

P | TOF: e séBogen

o i Intp ¥a- cartar. ak govdoatdey sl danco POperPage [ T v -
Figure 30: Information view

When auser clicks on the I nfor mation navigation button, the Infor mation page appears with
severd linkslisted that any user can access. Click on alink to read more information about
conducting business for the U.S. Department of Energy. Use the Back and Forward browser
buttons to return to the previoudly viewed page(s).

F. OTHER BUSINESS OPPORTUNITIES
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H DOE e-center - Netscape a[x]

File Edit ¥Yiew Go =Communicator Help

T e ¥

Back R izl

Feload Home

a4 o -

<4 & B @
Security Shop Stop

Search Metscape Print

Privacy Notice

+ FedBizOps
4 Fj.rstGov&
+ Eewerse Auctions

+ Small Business Opportunities
v 476 and FATR Act
v Clommerce Business Daily

8060 8606

OTHER BUSINESS OPPORTUNITIES

v Online Award Information (PADS Online)

b Information on Financial Assistance Opportunities at the Department of Energy
v Surplus Personal Property Opportunities
¢+ Doing Business with DOE Sites in the Field and Programs

|http Ihonenai FedBizOps . gov

S Y

Figure 31: Other Business Opportunities

Other Business Opportunitiesis aweb page that can be accessed by clicking on the appropriate
navigation button. Several links appear that take users outside the I11PS web domain. Usethe
Back and Forward browser buttons to return to the previously viewed page(s).

G. PROFESSIONALSHOME PAGE

7 Welcome to the MA-5 Home Page - Netscape _ (O] x|
File Edit Yiew Go =Communicator Help
- 2 d @& a & & 0@ @
Back Forvard Reload Horne Search Metscape Print Security Shop o)

Privacy and Security Statement

PROCUREMENT

Fidhat's New?

*Requlations & Guidance

*Data Systems, Information and Forms
FContacts/links

» Acquisition and the Environment

PROPERTY

rihat's New?
YReqgulations & Guidance
*Data Systems, Information and Forms

FContacts/Links

OFFICE OF PROCUREMENT AND ASSISTANCE MANAGEMENT

August 21, 2001

E-Digest

Calendar of Events
Federal Acquisiton Regulation

+hat's MewDepartment of Energy Acquisition Regulation
*Regulations PADS - Online Infarmation

*Data SysteEnergy.gov

FContacts/U Site Map

E-Center

CONTRACTOR HUMAN RESOURCES

Fhat's Mew?
rRegulations & Guidelines
*Data Systerns, Information and Forms

rContacts/links

rContractor Purchasing Council Home Page LI

BUSINESS PRACTICES CONTRACTOR PURCHASING COUNCIL
»Balanced Scorecard
Eilmaal |Document: Done

e % o2 B 2|

Figure 32: Professionals Home Page

Click on the Professionals Homepage button and the Office of Procurement and Assistance
Management web page appears. It, too, islocated outside of the [1PS web domain. To return to
I1PS, click the Back browser button or click the -Quick Links- drop-down arrow to select E-

Center fromthelist.
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H. HELP

HEL P provides a number of resourcesto assist a user with any questions or concerns that she
may have while accessing the I1PS. Points of Contact, phone numbers and email addresses are
located here.

Click on the Help navigation button.
Select an option that would best assist with your inquiry.
To exit the screen, click on another navigation button or the Back browser button.

¥ DOE e-center - Netscape = [=1 3
File Edit View Go Communicator Help
T a4 ¥ 3 D a 5 & B @&

Bac Fonward Reload Horne Search  MNetscape it Security Shop Stop

Helpful resources for further assistance in using

this system, such as admin email addresses, phone D O E
numbers, and user guides. ;
LEIG DUsSiiess with DUE

Privacy Notice
o

‘Simp].iﬁed Aequisitions email address |support@bcommerce net
Simplified &coqustions Help Desk 201-977-3100

phone number

Industry Interactive Procurement System Help IP5_HelpDesk@e-center. doe.gov
Desk email address:

Industry Interactive Procurement System Help 1-800-683-0751

Desk phone number:

(Ion-Fn, 8:00 arm - 8:00 pm, except Federal

holidays)

IOPS User's Guide (MS Word format, 2.6 Mb): 1IPS User Guide - March 2001 dac

IOPS User's Guide (Acrobat FPDF format, 3.2 Mb): 1IPS User Guide - March 2001 PDF
Get Adobe Reader (free download)

IIPS Frequently Asked Questions: ]
== [Document: Dane Sk s oR @ | g

Figure 33: Help - Available Help Resources

Note that users have four ways to receive help:

1. Send an e-mail messageto the I1PS Help Center.
2. Cdl the lIPS Help Desk using the toll-free number listed on the screen.
3. Download this Users Guide in Microsoft Word & format, by clicking on the document

hyperlink.
4. UsethelIPS Frequently Asked Questions link to view most commonly asked questions

by many others who all ready become registered users.
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V. HOW TO USE THE DOE BUSINESS OPPORTUNITIES DATABASE

Whether you are a Guest or Registered User, the following section is designed to assist new
usersin understanding how to use [IPS . This section will describe what userswill seein the
DOE Business Opportunities database, how to manuever around the database, and what to do
once at a particular screen or page.

A.VIEWS
1. Main View

After logging in to the I1PS, the system will display alist of available views. “Views’ can be
described as what information users will see on their computer screen and how that information
will be displayed.

For example, some users will be accessing 11PS to view solicitations. Because there are many
solicitations in the database and each one contains different information, 11PS provides the user
with choices—sort options—in how they want to view the list of solicitations. Users can choose
to sort the list by the solicitation number, by title, by contracting officer, etc.. Thereare 12
options to choose from, but only11 of which are available to industry (the "Proposal” view is
only available in specific cases as described below). These options are designed to help users by
making it easier to find the solicitation they are looking for, and then displaying the solicitation
information on the screen.

U. 5. Department of Energy
Industry Interactive Procurement System - Dev

View Solicitations As Sorted By...

® Number ® Current Status

® (ontracting Activity ® Program Office

® Date Posted ® Title

® NAICS ® CBD

® Type of Action ® (Contracting Officer
® Award Archive

Figure 34: The Main View

Notice that users can elect to view their own proposal associated with a particular solicitation
using one of the available 11 views. A proposal submitted by one registered user cannot be
viewed or modified by any other registered user. Only the proposa submitted by the user will
appear in the view; thereby, users can view only their own proposals and other bidders' proposal
information remains confidential and out of view.
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2. Typesof Views

There are currently 11 views within the DOE Industry Interactive Procurement System database
that are functional for industry. Y ou can select aview option by clicking on the view name, by
which the solicitations are sorted. A description of each view is provided below:

Number - Provides alist of solicitations, associated solicitation documents, messages, proposals,
government responses, and contractor responses sorted by solicitation number.

Current Status - Provides alist of solicitations, associated solicitation documents, messages,
proposals, government responses, and contractor responses sorted by solicitation status. The
current status categories are Synopsis Published, Draft Documents Published, Solicitation Issued,
Proposals Received, Initia Evaluation Completed, Competitive Range Determined, Revised
Offers Requested, Source Selected, Contract Awarded, and Canceled.

Contracting Activity - Provides alist of solicitations, associated solicitation documents,
messages, proposals, government responses, and contractor responses sorted by contracting
activity, e.g., Office of Headquarters Procurement Services or Albuquerque Operations Office.

Program Office - Provides alist of solicitations, associated solicitation documents, messages,
proposals, government responses, and contractor responses sorted by the DOE program office,
e.g., Office of Energy Efficiency and Renewable Energy.

Date Posted - Provides alist of solicitations, associated solicitation documents, messages,
proposals, government responses, and contractor responses sorted by the date the solicitation was
posted with the most recent solicitations listed first.

Title - Provides alist of solicitations, associated solicitation documents, messages, proposals,
government responses, and contractor responses sorted by solicitation title. Where appropriate,
other information is listed such astype of document, number of attached files, etc.

NAICS Category - Provides alist of solicitations, associated solicitation documents, messages,
proposal's, government responses, and contractor responses categorized by the first three digits of
the NAICS code.

CBD Category - Provides alist of solicitations, associated solicitation documents, messages,
proposals, government responses, and contractor responses sorted by the CBD Category. There
are currently over 100 CBD categories.

Type of Action - Provides alist of solicitations, associated solicitation documents, messages,
proposals, government responses, and contractor responses sorted by the type of contracting
action being used, e.g., small business set-aside or full and open competition.

Contract Officer - Provides alist of solicitations, associated solicitation documents, messages,
proposal's, government responses, and contractor responses sorted by the contracting officer’s
last name.
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Award Archive -Provides alist of Solicitations, which have resulted in an award. Thisview is

sorted by solicitation number and contains award information including Contract Number,
Contractor, or Contract Amount.

Proposals—Thisview is available only to the Contract Officer, Contract Specialist, and
reviewers assigned by the CO/CS. Thisview providesalist of proposals and associated
documents sorted first by solicitation number and then by company name. CO/CS and reviewers
can only see proposals under their purview. Contractors do not have accessto thisview at all.
Vendors who wish to view their own proposal information can access their documentsvia
another view option such as Number.

3. Sub-views
Solicitations By Number
Search
PreviousNext | s guies DT GUEIR GRS 40— — Expand/
Clhelding st e Enlders O may aBow you v view additions] docaments, dependig on your acress rights. Collapseall
Sabicitation Statns Cantracting Officer Titls sections
LE-0001-F5Ew 14492 Sulivitaion Tesued Jayee Gray Cemupatiive Tatk Crder
1 DE-010]-01THEOK] 34 Synopais Publshed Dnthery Hemenanz  Treeting
LE-5307-00HEONI] ] Synegais Pubbshed Leretts Parsens Sewer Davarts
Symopais Publehed Legetts Farsons Sever Druarks
Zclicitshon [3sued Eflen Cleyton Good HML w i wccd file
Hypertext link Synmepas Pubbshed Effen Clayrtom HAutconabeg Adroasiesbes
Solicitation Teeued Disuglae Papies IIF 3 Extetral Thaer hlami
Folders . Fynogais Publshed Ellen Claytem IE Test
[E-AFO4-00F W33333 Srnegeais Published Elen Clagen Siolcikation Tide
Sub-views > Iessages, Subject, O1E1S000

Diocurmnent, Dicc Tile: 03F3 1000

Figure 35: Sub-views and -folders

Once aview is selected—in the example the Number view has been selected, the solicitation
entry may be expanded to reveal sub-views. Sub-views are al the documents that provide
additional information associated with a specific action. These documents are categorized as
Solicitation Document, Solicitation Message, Proposal, Government Response, and Contractor
Response and are created either by the Contracting Officer, the Contract Specialist, or a
contractor.

One or more sub-views exist if afolder appears next to the view option. To expand the
category’ s sub-view, click on the folder next to the view category. Subject to your access rights,
the folder appears opened and alist of additional information pertaining to that solicitation is
revealed. If nofolder exists, no additional information is available. If auser selectsa
solicitation (number) that s/he has not been provided access, only publicly available information
will be seen. Once again, userswill be able to view only their own information.
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4. Special Viewing Tools

a. Folder

Sub-views exist if afolder can be seen next to the solicitation or document name. To expand the
sub-view, click on thefolder. The folder then appears opened and alist of additional information
pertaining to that solicitation is revealed. If afolder does not exist, additional information is not
available. If auser clicks on afolder and the solicitation does not expand to reveal its document
categories, then the sub-views contain documents that are outside their purview.

b. Expand or Collapse

The Expand and Collapse features work much like the folder. Rather than expand or hide one
section at atime, the Expand and Collapse command links allow users to reveal or hide all
sections at the same time.

c. Next or Previous

Next and Previous are command links aso. By using your mouse to point and click on the link,
the user is able to move between pages of the document in view. Thisfeature alows usersto
view information continued on another page rather than having to scroll down along page of
information.

d. Search
Use the Search feature to produce alist of only those solicitations that contain aword, phase, or
part of a solicitation number.

Enter aword, phrase, or part of a solicitation number in the Sear ch for text field.
Click on the Sear ch button and the results are displayed.

To exit the screen, click on the Back browser button or click on a navigation button such as
L ogin to return to the Main View if you have already logged in.

(@) search results ot *cala®

= derurments foand

Salicitation Status {Comtrarcting O
B GE-CO-0HRIOIN Evapas Publsted Elen Clagtan
B Cost Doc with 1 file named: malerroc doc
B Tec starfing with sample 1 doc
| g, Erovack dogp emd ot for clemng soumbes 05022000
B DEconl-DIHR0NS Syoapisis Publicbed Charkee Tomer
Search for [ran e Search
Optiors Sot resulis by e - I
Retum a mexzimum of 'ﬂ el

[ Uge word varane [oal” wil sen fired “Cate)

™ Fuzzy seamh

Figure 36: Search "cats' in the I1PS database
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B. FORMS

“Forms’, astheterm is used herein, are formatted web pages that gather and/or display
information for a particular purpose. Various individuals complete these online forms during the
solicitation process. Forms created in 11PS can be easily identified by the textboxes that require
auser’sinput. You must log in prior to creating or editing any form. Additionally, you must log
in to view certain documents, such as proposals.

1. Typesof Forms

There are severa forms used for different purposesin [IPS. The user can enter information in
the text fields by clicking in the box to activate the cursor. After selecting the solicitation view,
you can perform functions on the forms contained in the database. Y our access level, which is
outlined in the Login Privileges section of this document, determines those functions. There are
currently 6 main forms and 4 sub-forms used in the DOE Business Opportunities database.

The following table identifies which users are able to create “ C”, view “V”, and/or edit “E” the
forms and sub-formsin IIPS. The four Proposal Responses sub-forms such as “ Offer and Other
Documents’ and “Technical Proposa” are editable by the Contracting Officer/Contract
Specialist (CO/CS) so that they can assign Bid Readers (Reviewers) to the document. The
COICSinthe Table below signifies the Contracting Officer/Contract Specialist for a particular

solicitation.

2. User Access Rights
Table 2: Access Rights to Forms and Subforms

FORM & SUBFORMS GUEST REGISTERED co/Ccs REVIEWER
ACCESS RIGHTS OF USERS COMPANIES
| User Access c|Vv]|]E]c|]V]E]|c|]VI]IE|[C]V]E]
Synopsis & Solicitation Information 4 v v v v v
Submit Question v v v v
View Questions v v v v
Solicitation Document v v v v v v
Solicitation Message v v v v v v
Proposal Submission (cover page) v v v
Offer and Other Docs v v v v
Business Mgmt Proposal v v v vt
Cost Proposal v v v v
Technical Proposal v v v v
Government Response v v v v
Contractor Response v v v
Simplified Acquisitions 4 v v v

"View privileges are based upon assignment of the Contracting Officer/Contract Speciaist.

| Companies may only view their own proposas.
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Registered companies can view al of their own forms listed above while Guests can view only
solicitation information. For a detailed description on viewing and submitting these forms and sub-forms,
see the following section “Using Forms” in this user manual.

VI. USING FORMS

The following table reveals the types of online forms available in IIPS. Each form appearsas a
web page with objects such as text fields and buttons that allow the user to make changes.
Depending on the level of access, each form can be hidden from, viewed, or edited by the logon
user. The subsequent pages will provide greater details for using each of these forms.

Table 3: Form Names

[DescRPrion
New Synopsis or Solicitation | Allowsthe CO/CSto create anew synopsis or solicitation. |
Solicitation Document Method to alow the CO/CS to formally communicate with
the vendor(s) regarding a specific synopsis, solictation, or
proposal.

Solicitation Message Method that alows the CO/CS communicate informally with
the vendor(s) regarding a specific synopsis, solicitation, or
proposal.

[1PS Solicitation Questions Form that allows Industry to submit a question and/or view
the answer regarding a specific solicitation. The form
provides a method for the CO/CS to post the answer.

View Questions Allows users to view guestions submitted regarding specific
synopses or solicitations.

Proposal Submission Allows registered users a method for uploading their
proposal documents.

Set Global Readers Allows the CO/CS to assign one or more readers to one or
more proposal type documents.

Government Response Allows the CO/CSto request a clarification from the

registered vendor for the proposal document(s) submitted.

A.FORM 1 - NEW SYNOPSISOR SOLICITATION

The New Synopsis or Solicitation online form is created by the Contracting Officer or Contract
Speciadist (CO/CS) and is available to be viewed by all users subject to certain exceptions (e.g. a
GSA Schedule buy). It provides genera information about the acquisition such as Solicitation
Number, Title, Description, Status, etc. The CO/CS has the option to post a synopsis to the
FedBizOpps site. There may be several attachments associated with asingle
synopsis/solicitation. These appear at the bottom of the form, if any have been attached.

NOTE: Registered contractors may choose to join a solicitation specific mailing list by clicking alink
while reviewing the solicitation.
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U. S. Department of Energy
Industry Interactive Procurement System
Version 2.0

View Opportunities As Sorted By...

® Number ® Current Status

e Contracting Activity e Program Office

® Date Posted ® Title

® NAICS ® CBD

® Type of Action ® Contracting Officer

® Award Archive

Figure 37: The Main View - select Number

1. View a New Synopsisor Solicitation

Users do not have to login to view public solicitations. Follow these steps to view an existing
Solicitation:

Access the DOE-center web site at http://e-center/doe.gov.
Click on the Browse Solicitations navigation button.
OR
Click on the Login navigation button.
Click on the Open within frame (or Open in new window).
Enter your User Name and Password.
THEN
Click onaview such asNumber from the Main View.
Locate the synopsis solicitation (number) and click on the number hypertext link.

The Solicitation view appears with synopses and solicitations listed by number in ascending
order:

[ Wamnview |
Solicitations By Number

(ORGSR S e e
Cliekimg an thi folioss L inay allew yow to view additienal deonsaits, dopoidisg on 3o aeesds rights.

Sl brathan Btatus Contrastisg Offkcar Tirle
] DE-0101 -0THRA00ES Eynapais Pobiiked Anthooy Hemmans  — Testng
H Sobictatien Tsmed Ellzn Clagton Good ML wr 2 word Bes, B beat
Sobcitation Tssoed Ellen Clayton Automating A dmimsrae Senaces
Sobetbaben Irsned Dicaaging Boaphst P'S Bsermal Teer Manual
O DE-Ap02- OURWEEISE Svnops Pobdibed Efien Clagton IE Test

Figure 38: Sdlect a solicitation to view

Click on the solicitation number (the numeric designation, i.e., DE-RQO01-00EE99999)
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The Synopsis and Solicitation information will be displayed on the screen. Use the scroll bar to
move up/down the solicitation information page.

Information at the top of the online form includes Solicitation Number, Title, Description, and
Reporting Activity. Click on hyperlinks such as Link to Numbered Notes, CBD Codes, and
NAICS Codes that take you to other web pages as specified.

Asof October 1, 2001, Smplified Acquisitions can aso be posted in 11PS by indicating Y esor
No for that field. Synopses or Solicitations created prior to that date (like the one shown below)
will not reveal any reference to the solicitation type.

Go to Go to Join Solicitation Subrmit View Create
Main View E«Ceftiter ‘Mailing List Question Questions Proposal

U.S. Department of Energy
Industry Interactive Procurement System - Development version

SYNOPSIS & SOLICITATION INFORMATION

Solicitation Number: DE-AA01-00RW33333
Title: Automatmg Admmstrative Services
Description: Ths 15 the description on the PR document. This solicitation 15 a test. The

solicitation in referenece is to determine the what the services are used by the
admmistrative stalf and how the services can be automated for efficiency and

saving costs
Link to Numbered Notes
Requiring Activity: RW
CED Codes 25
NAICS Codes 4215
Simplified Acquisition?:
Type of Action: Basic Award Schedule
Contracting Officer Name: Ellen Clayton

Figure 39: Solicitation information - industry's view
NOTE: For documentation purposes, the words "Development version” or "Dev Test" or the

likes may appear on the images used in thismanual. These words will not appear in the active
system.

To return to the Main View, click on the [ElR IV ETNAEY link at the top of the screen. If you
want to join amailing list, proceed to the next section.

2. Sub-form: Join a Solicitation Specific mailing list

Join a solicitation specific mailing list if you would like to be notified via e-mail each time a
document related to the specific solicitation is posted or modified in the [1PS.

Click on the SeJliRSTo TSI ERRYEN P RNE link if you wish to receive e-mail notifications
on updates and/or modifications to the specified solicitation.
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% Metscopa

Maote; The movermment makes no suarantes of e-mail
notification: Bast practice would be frogquent wists ta this site.

malicitation Number:
DE-AAM-QORW33333

Flelds markel with & are regoived.
Company Information

Company™
N ame:
Business |

Tlnit;

Street / “|

P.0.

Adidress:

Strest / | i

T i
l]| | Ml

Figure 40: Join Solicitation Mailing List screen

Fill-in the “Company Information” and the “Contact Information” sections.
Click the Submit button at the bottom of the sub-form.

NOTE: The government makes no guarantee of e-mail notification. Best practice would be
frequent visits to this site.

B. FORM 2 - SOLICITATION DOCUMENT

Thisformis created by the contracting officer or contract specialist and is available to be viewed
by all users®. The solicitation document is associated with a particular synopsis or solicitation
and contains the document title, description, and the necessary attachment. There may be several
solicitation document forms associated with a single solicitation or none at all. Each document is
shown separately under the main solicitation form. A solicitation document is used as a method
for the CO/CS to communicate formally with Industry.

1. L ocate a Solicitation Document

Login at the DOE-Center.
Click on aview option such as Number at the Main View.
L ocate the Salicitation (number).

* Users are subject to certain conditions e.g. logon user access.
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| Wain View |
Solicitations By Number

reVIOTSEUNCXCP I carc P S ileand oCClaps e

Clicking on the folders | may allow you to view additional documents, depending on your access righis.

Solicitation Status Comiracting Officer Tiile
(1 DE-0101-01HRO0034 Synopsis Published Anthony Hememans  Testing
) DE-AA01-00CT10104 Solicitation Issued Ellen Clayton Good ZIY
— DE-AAD-OORER33533 SBolicitation Issued Ellen Clayrton Automat)
% Diocument: A A5 Document Title, 01/04/2000
Ilessages: Subject line for Messages: 010402000

DE-AA01-014 400000 HBolicitation Issued Douglas Baptist 1IF3 Exte
[ DE-ABOAO0RW33323 SAynopsis Published Ellen Clayton Solicitati)

DE-ACOT-O1TD1 4038 Solicitation Tzsued Brad Bauer GEM TV

Figure 41: Locating a Solicitation Document and/or a Solicitation Message

Click on the folder to expand the document sub-views.

Y ou should note whether or not afolder is displayed to the left of the screen. Whenever afolder
isdisplayed, you should click on it to ascertain whether there are any additional pertinent
documents available for viewing.

2. View a Solicitation Document

Login to E-Center.

Click onaview such asNumber from the Main View.

Locate the Synopsis or Solicitation (number) from the list.

Click on the folder icon to expand the document sub-views.

Select the solicitation document Document; document title, date and the solicitation
document information will be displayed on the screen.

The Solicitation Document information appears.

Go to Go to Go to
Soflicitation | MainView | E<Center

U. S. Department of Energy
Industry Interactive Procurement System - Development version

Solicitation Document

Solicitation Number: DE-A401-00EWW33333

Title: Automating A dministrative Services
Last Post Date: 01/04/2000 01:41:41 PM EST
Document Title AAS Document Title

Description: A Description of a Decument Title

File Attachments

TechDoc3. doc 27KB
TechD@cil doc 2TKB
Total: 53 KB

Figure 42: Solicitation Document with attachments
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NOTE: For documentation purposes, the words "Development version” or "Dev Test" or the

likes may appear on the images used in this manual. These wordswill not appear in the active
sysem.

To leave the Salicitation Document view, click on the a button at the top of the screen.
Three options are available; select one:

1. Goto Solicitation.
2. GotoMain View.
3. Got to E-Center.

3. Download the Salicitation Document Attachment(s)

Documents pertaining to the specific solicitation will be attached in the File Attachments
section. Note that the file size is displayed for your convenience.

Login at the DOE-Center.

Click on aview such asNumber fromthe Main View.
Locate the Synopsis or Solicitation (number) from the list.
Click on the folder icon to expand the document sub-views.

Select the solicitation document Document; document title, date and the solicitation
document information will be displayed on the screen.

Click on the attachment in the File Attachments section.

A Warning dialog box will appear:

‘Wainmg: There s a postible secunby hozand here.

9 Opaning.
‘v‘} TechCocd doc using WKW ORD.ESE

“Wlen vou davnload atls omhe neteark, waushould be
ey Of seciiily Congiderstons,

A il that coraing melcious prograrmming imstuctions oould
damane orotharsss compramise the coaterts afyaur
COMpLAEE

“v'ou shculd only use fle s Clobained rom s ies thalyau rust

St do el wand i’ do s Had

T Sea itiodisk

F Ahoys ask bedove npening tis wpe otfile:
[ Qpen OLE savear iv-placs

|_ L= I Cancel

Figure 43: Warning for downloading files

a. Open the attachment
Click on the radio button to Open it, the attachment, in the application it was created.
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The application will be launched from your computer and the document will be displayed. If
you do not have the software on your computer, you will receive awarning message. In that
case, we recommend that you save the fileto a disk.

b. Save the attachment to a disk
Click on the radio button to Saveit to disk.
Leave the "Always ask before opening this type of file" checked.

The"Save As' dialog box will appear. Notice that the File namefield isall ready populated with
the document's name.

Savain | AR B RS sl
114 —Flugns [%] pagz240.di 2 mizsterini
] defauls —dzpelchk [ Frazan i & mrpreld2.ol
I dyrifants ®]brprefa2.di [3] j=3240 4l ] rrec 32,
CIF ullSoft #capidl [#] 224041l =] rhcnd 32 cfg
_Jirmport *ediara2 ol I}] ulaz4n.di & nebicnddZ dil
s ®]edprefad ol [%] Hapa230 di Bl neraatkna i
_1MatHe=lp (%] fulsoft.dl [8] fbreg32 dil @ netscape.cfy
Cinls B impoeta? e [ kpredaz.on BB nefmcape e
4 | 3
Filmpemes [TechDocidoc G
Boveasfipel (41 Files () =l cancel

s

Figure 44: Save As dialog box

Select the path to save thefile.
Click on the Save button.

The"Save As' dialog box closes.

C. FORM 3 - SOLICITATION MESSAGE

Thisform is associated with a particular solicitation and is available to be viewed by all users.
Like the solicitation document, thisform is optional. This document is created by the
Contracting Officer as an informa means to provide solicitation specific information to
interested parties. Typical information such as key acquisition milestones, dates, and meeting
locations may be placed here.

1. Locate a Solicitation M essage

Login at the E-Center.

Click on aview such as Number.

Locate the Salicitation (number).

Click on the folder to expose the document sub-views.

(See Figure 41: Locating a Solicitation Document and/or a Solicitation Message on page 40.)
2. View a Solicitation M essage

Login at the DOE-Center.
Click on aview such as Number.
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Locate the Salicitation (number).
Click on the folder to expose the document sub-views.
Click on the solicitation “Messages; subject description; date...” hypertext link.

The Solicitation Message screen is displayed.

GCote
Wain View
. 5. Department of Enerzy
Indusiry Interactive Procurement System - Development version
Solicitation Meksags

Solicitation Wamber DE-AL01-00FEW3E3333
Title: Auteinate Administratiee Zernees
MMegsage Post Date: 01042000 014612 FM EST
ok Tou must ublme your own e-med spstem o seod e-mail io sibe tee Contachog, Oficer or Contressd Specisks
Contracting Officer E-Ball: elen.clavteni@iee. dos. me
Cindract Spocialict E-WTail charles jognerfilee. dae. gov
Subjest Subiject e For Mecsages
Comracy Offieer hlessage: Centract SfBcer meegages

File Attachments
caaltay rr-«.i y 22EKE

Figure 45: Salicitation Message with attachment(s)

NOTE: For documentation purposes, the words "Devel opment version” or "Dev Test" or the
likes may appear on the images used in this manual. These wordswill not appear in the active
sysem.

3. Download the Solicitation M essage Attachment(s)

Documents pertaining to the specific solicitation will be attached in the File Attachments
section. Note that thefile sizeis displayed for your convenience.

Click on the attachment in the File Attachments section.

A Warning dialog box will appear; see Figure 43: Warning for downloading files on page 41.

a. Open the attachment
Click on the radio button to Open it, the attachment, in the application it was created.

The application will be launched from your computer and the document will be displayed. If

you do not have the software on your computer, you will receive awarning message. In that
case, we recommend that you save the file to adisk.

b. Save the attachment to a disk
Click on the radio button to Save it to disk.
Leave the "Always ask before opening this type of file" checked.
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The"Save As' dialog box will appear. Notice that the File namefield isall ready populated with
the document's name.

Select the path to save thefile.
Click on the Save button.

The Save As dialog box closes.

D. FORM 4 - SUBMIT QUESTION

Any person, whether they are a Guest or a Registered user, can submit a question regarding a
specific solicitation. An answer is then assembled by the CO/CS and any assigned staff
member(s). Only the CO/CS can release the information for posting. User identities will remain
confidentia at all times; only contracting personnel can view contact information.

When a Guest user submits a question, the question can only be marked as "Public" by the [IPS
system. These submittals do not immediately posted to the web site for othersto see. As
described in the previous paragraph, the CO/CS must approve this question/answer for release
before the information can be posted to the [1PS site. Once approved, al users can view the
guestion and answer.

A question submitted by a Registered user is automatically marked "Private" by the [1PS system.
The CO/CS has the ahility to change the setting "Public”". A submittal marked Public and
Approved will appear to all users. A submittal marked "Private" and "Approved” will appear
only to the registered user.

a. Submitting a Question

A new question is created in 11PS by selecting the Submit Question button once a synopsis or
solicitation is displayed.

Follow these steps to submit a question:
Click on the Browse Solicitations button.
OR

Login at the E-center.
Click on aview option such asNumber from the Main View.
Click on the synopsis or solicitation (number) hyperlink.

If you are a Guest user, the solicitation screen will appear with these four button options at the
top of the page.
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Go to Goto Submit View
Main View EZCenter Question Questions

U.S. Department of Energy
Industry Interactive Procurement System - Development version

SYNOPSIS & SOLICITATION INFORMATION

Solicitation Number: DE-AAQ0T-O0RW33333
Title: Automating A dminstrative Services
Description: Ttus 15 the description on the PR document. This solicttation 15 a test. The

solicitation in referenece is to determine the what the services are used by the
administrative staff and how the services can be automated for efficiency and
saving costs.

Figure 46: Question buttons from Browse Solicitations view

If you are a Registered user and logged in to E-center, six button options are available.

~ Goto Go'to Join Solicitation Submit View Create
MainView | E-:Ceriter Mailing List Question [ Questions Proposal

U.S. Department of Energy
Industry Interactive Procurement System - Development version

SYNOPFSIS & SOLICITATION INFORMATION

Solicitation Number: DE-AA01-00RW33333
Title: Automating A dminstrative Services
Description: This 13 the description on the PR document. This solicttation is a test. The

solicitation in referenece is to determine the what the services are used by the
admumstrative staff and how the services can be avtomated for efficiency and
saving costs.

Figure 47: Accesang Question buttons for alogin vendor

Click on the ST IR las button at the top of the screen.

TIPS Solicitation Questions =

Section Attachment Number of
Letter or # | Provision/Clause

‘DEAADI—OORW?;SS:!S || = ‘ | | |

Section A
Please Read Section B

Question: Section ©
Section D

Section £ ;I
Section F
Section G

‘ Solicitation Number

Section H
Section |
Section J
Section K LI
Section L

Section M

Not Applicable

Contact Information
Please provide the information below so that we may contact you for clanfication, fneeded. This information i3
for Department of Energy use only and will net be publicly posted.

Name: I LI
Figure 48: 11PS Solicitation Questions view

A new browser window opens with the | I PS Solicitation Questions document displayed. The
Guest or Registered vendor can begin completing the fields at the top to identify the parts of the
specific solicitation to which the question will pertain.

The Solicitation Number is al ready filled in. Completing the first 3 fields across the top of the
window will assist the CO/CS in understanding the origination of the inquiry:
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Click the drop-down list box and select the solicitation Section, if applicable.
Enter aletter or number for the Attachment Letter or # field.

Enter the Number of Provision/Clause.

Click on the Please Read hyperlink and a Vendor Help screen appears.

The Vendor Help screen appears:
7 Netscape (o]
Vendor Help

Warning!! By submitting this form you will be posting this question to a publicly
accessible database. Although your question will viewable initially by only certain
DOE personnel, it may be deemed necessary to share your question, and its answer,
with the general public in order to aid others with the same area of confusion.
Therefore, do not include confidential information or details that you want to keep
private.

Your name, company name, email, and telephone will not be viewable by anyone
other than DOE contracting personnel.

Close this window

| |Document: Done S e R A
Figure 49: Please Read for Vendor Help

Once you have read the information, click on the hyperlink Close this window and you will
be returned to the | | PS Solicitation Questions page.

Click in the Question textbox to activate the cursor and begin entering your question.

Press the <Tab> key to get to the Contact | nfor mation section.

If the user logged in at E-center and is aregistered user, then 11PS will attempt to pull the
company name, e-mail, and telephone number from the registration information. All fieldsin
this section are required. If afield is not completed, the user will be prompted to complete the
necessary information. Only contracting personnel can view the vendor contact information.

Click on the STIIL button.

When a question is submitted, the question will not immediately post to the web site. This
allows the CO/CSto review the question first. The question and the answer must be approved by
the CO/CS prior to posting the information.

A confirmation notification will appear:
Your question has been sent to the appropriate people. Thank you.

You may now close this window.

Close EE 3 window

Click on the hyperlink Close this window and you will be returned to the Synopsis &
Salicitation I nfor mation page.
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To exit the solicitation, click on the button at the top of the screen.

An e-mail notification will be sent to the CO/CS listed for the specific synopsis or solicitation
informing them that a question has been posted to the |1PS database. The message will include a
copy of the question and a URL link to the question. (See Figure 50: E-mail notification for
Submit Question on page 47.)

£ HPS-Rdrmini s e T [FenEenEine doe gy
B A e [
T (AP -

naf I 0pem ot gboast =50 74 730 F] B2 2 B0 ESAE AARD OO 20F Sepd FE L iy 1

Figure 50: E-mail notification for Submit Question
Continue with the next section on how to view questions.
b. Viewing Questions

Questions submitted by Guest or Registered users can be viewed by the CO/CS who can also
assign the question to other staff members for review. Once the answer is approved, the CO/CS
can post the information to the web site.

1. Viewing a Question/Answer through 11PS

The Guest or Registered user does not have to login to view questionsin I1PS; however, the
users will be able to view questions and their answers once approved by the CO/CS. Not al
guestions are posted to the I1PS web site nor are viewed by all users. Registered users should
login to view "Public/Approved” information as well as their own question/answer submittals.

Click on the Browse Salicitations navigation button.
OR
- Login at the E-center web site at http://e-center.doe.gov.

Click on aview option such as Il from the Main View.
Click on the synopsis or solicitation (number) to open the specific document.

Click on the VNN button.

Three options are available for viewing questions:
1. View by Solicitation #
2. View by Contract Officer
3. View by Posted Date.

Thefirst option, \EWAEIASIISIENTIE:, IS the default setting.

Click on afolder to expand the specific synopsis or solicitation information.
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Solicitation Questions
S EEIEG) GE) SEELST Gtk GlEee =

Question Post Date

oW By
3DE-AB01-01HR4567

dSection A of DE-ABO1-01HR4567
me Lhad concern about this solicitation. Can... 06/26/2001 11:50:38 AM EDT

4

Figure 51 Solicitation Questions posted
Click on the hyperlink to display the question submitted.
The Solicitation Questions web page is displayed:

Solicitation Questions

IIPS Solicitation Questions

|»

ew B
Solicitation Number Section Attachment Number of
Letter or# | Provision/Clause
Ew By [DE-ABOI-01HE4567 | SectonA | A \ 1
oritract Officer
Visibility: Public

PRI ().c5tion post date: 06/26/2001 11:50 AM EDT

o Question:
m "I had concern about this solicitation. Can you please call me at your earliest.”

Answer:
Yes I will call you this evening.

Figure 52: Solicitation Questions view for Industry
Information about the synopsis or solicitation such as the solicitation number, a section of the
solicitation, an attachment |etter or number, and the number of the provision or clauseis

displayed. In addition, the Visibility, Question post date, the Question, and Answer will appear
on this web page.

Click on aview option such as YR ASIEIE eI to view more questions.
OR

Click on [zE0IRNII[EES button to return to the Main View.
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E. FORM 5 - PROPOSAL SUBMISSION

Thisform is available to contractors who have registered in the 11 PS system and have been
approved to submit proposals®. Currently, the only known web browsers that support uploading
files are Netscape Navigator, ver 4.06, and Microsoft’s Internet Explorer (version 3.1 with patch
from Microsoft's web site or ver 4.01) or newer versions.

The contractor will not have the ability to edit this form or any of the proposal sub-forms or
attachments associated with this proposal once the information has been submitted. The actua
file attachments are contained in one of the four sub-forms: Offer and Other Docs, Business
Management Proposal, Cost Proposal, and Technical Proposal. The solicitation must specify
what files are required for that particular solicitation and under what sub-forms the files are to be
attached. Each submission is stamped with the date and time (Eastern Time zone) of submittal.

1. Create a New Proposal entry

Click onaview option suchasNumber.
Open the solicitation for which you want to submit a proposal.
Click on the SRR L EE button at the top of the page.

Golo Join Solicitation Cregte
BRaTh View W Eifierg List Proposal
B II.5. [Jr-pﬂrmu:ﬂi of Emerey
Inilatry Imteractive Procurament System - Development version

SOLICITATION

Aediciustien Mwmnbsns DE-AADL-0DEW33313

Tinle: Autnmatong Adiminstratve Sernces

Doseriphiom Thee 12 the desgexption on e PR, docimend. This edbCitanion v @ te The
salicitation inrefarerece is to determre b what b servicee are usad by the
afranistratres siuff and howe the seraces can be aubamated Fo effciency and
EIVEES COEE

Regualring Aetvity B

CED Codes 1

|j-_ 4215
Bz Avward ohechle

Elen Clayion
Figure 53; Create Proposa button

Thiswill bring up the “Proposal Cover Page’ form.

> For the purposes of this guide, "proposal” includes pre-applications, applications, bids,
proposals and other related documents. It includes any and all information that must be
submitted to DOE as identified in the solicitation.
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2. Proposal Cover Page- Page 1

Goto
Wain View
T, 5. Depariment of Energy
Induztry Interactive Procurememt System - Develapment version
Fizlls rmantoed width 20w i
Hitl/Solicidation Munber: CE-8A0L-O0EWIIEES
Tidla: Aulodnaling Acdninistiatas Sermoes
Bid/ Proposal Post Dates DT 200]1 051544 PIM ECT
Sufijer & - i]mrr\-u:phiarl
Contracter Company Nune; Ewmg Cal Corrpeeery
Strect Addvoscl: ¥ [32335 Fodec R
Suresl Addresed: '|
City: . [paiias
Stnir: o
Eip i EFETTS
Contrarter Contact Name: Juker B, Evrinig
Conzact Phone: J JjD:-DEIi--IZIDE-B
Enter x3 formmat soo-booc- ooas)
Comact E-Madl Address: 4 1.-_|-_,=“ 1es . joyeesrf ne . doe . gor
Submit Cover Pagn & Bftaech Files

Figure 54: Proposal Cover Page

Fill-in al the required text fields on the first page of the "Proposal Cover Page" form.

Note: The “Contractor Company Name” and the “ Contractor Contact Name” cannot be re-
entered to prevent key error and spelling variations.

Scroll down the page to complete more fields.

IMPORTANT NOTE: Clicking on the S¥s]yiRee\EIREEL-RANTE NI button creates an
initial proposal submission to the U.S. Department of Enerqy such that if a user exits

immediately after clicking on SV iNeeIINELERANTEWINEIES, a proposal will be submitted
without attachments. Clicking on the Back browser button will not back out the submission.

Therefore, ensure you are prepared to submit a proposal prior to proceeding beyond this point.

Click on the Sy iN A= M EEGERANIEW N ZIES button at the bottom of the page.

a. Forget tofill-in arequired field

If you forget to fill-in afield, the following message will appear. Click the Back browser button
to return to the previous page and complete all required fields.

Iandatory field. Please enter subject of proposal.

Fgure 55: Required fields contain no data
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3. Proposal Cover Page- Page 2: Submit Cover Page & Attach Files

The Proposal Cover Page screen refreshes and four new links will appear at the bottom of the
page.

Go to
M aln View

0. 5, Department of Enerey
Indusivy Interactive Procuremient Systemn - Development version

Pramnsal Cover Page
Bl Saliciaien Nuanher DE-AA01-00R5W3I3333
Tile: Skonating Administvatore Senvice:
Bid Proposal Pose Tiaee: 0400772001 05:334 2 FMEDT
Subject Taomnarphizn
Copdracier Company Mame: Evring Oil Coenpary
Sireed Address] 13345 Raden Foad
Saeed Addresal
Cliy: Dalls
Frals Tk
Fip 1135
Copizacier Contact Name John B, Ewmg
Comtact Phaoe; 30 L-0G-0958
Costact E-Rinil Address: charles ovnbriine. dos. gow
Attach Volvme 1 00Ter or Other Do coment
W

Attach \’uhu.e.ii-'(_'m Propasal
Attach Volome 4/Buciness Mmgm%lt Progosal

Figure 56: Proposal Cover Page & Attachments

The screen refreshes and four new links will appear. Supporting documents should be attached
in one of four categories:

Attach Volume 1/Offer or Other Document
Attach Volume 2/Technica Proposal

Attach Volume 3/Cost Proposal

Attach Volume 4/Business M anagement Proposa

IMPORTANT NOTE: The contractor cannot edit the proposal document and associated
attachments once submitted. If you are ready to submit documents, proceed as follows.

When a category is selected, the corresponding sub-form appears:

a. Sub-form: Offer and Other Documents

b. Sub-form: Technical Proposal

c. Sub-form: Cost Proposal

d. Sub-form: Business Management Proposal

(See Table 4: Proposal Attachment Fields on page 53 of this section to view the attachments
provisions for the selected category.)
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The forms appear very similar to the Offer and Other Documents form:

Gote
W ain View
UL 8, Department of Eiergy
Industry Interactive Proomwement System - Development versien
Oifer and Other D scaments
HidiS elicitation Mushes DE-AMD-DORWE3EE3
il FAubenating Sdmiistraive Sermoed
Attachmest Past Diate; G Ea07 10:084% FM EDT
Fuljecs Computers o replace prpewiecs
C o ety [ amme Erang Ol Careiang
Street Address 1 12345 Rodee Road
Sireer Addrege 1
Ciky; Dalhz
Staa: X
Tp: 12345
Comdracior ot Mams Tohn B E.wu'g
Zondact Phase Number ANT-00E-0558
Contact E-mmil ellen claytoni@ine. doe gor

0¥y asd Chibar Droeuesenis” File Astachosent #1: 1 Browse, .
“(fe e Ot Dromusants” Filo Sotaelmsans 21 | Browse, .
"Offar amd Otiar Diormsants" Filo At achosems £3: j Browsae. .
“ e and Otkeer Documents" File Attachment #4; | Browse.
"{ifer and Ciber Dioruments" File Adtachment i; | Browse,.
OnTer amd Ciidsor Drocmments” File Astaclmssis 256 | Briite,,
"Oifferr ased Ol Docusants" Filo Aottae et #7: ] Bromdse,
MY amd COther Documents” File Astachoeens #5: | Browse,
{3 Ter amd Diber Documsents" File Astachoeens #%; J Browse...
T amd] Cribar Docupsenss” File Sarachoens 10 | Browee,
Submit

Figure 57: Offer and Other Documents view
To include attachments in each category, follow these steps for the appropriate sub-form:

Click on the appropriate link for the type of file you are uploading, according to the
instructions for the specific solicitation.
Click on each Browse button to attach your file/s one at atime.

Y ou may attach up to 10 files on each sub-form. If you have more than ten filesto attach to the
same document category or for adifferent category, click on the “ Attach additional filesand
verify later” link then click on the appropriate category link to affix more files.

Alternatively, you may click onthe"Verify successful transmission” link to view the
information submitted before proceeding further.

Repeat the steps as necessary until all of your files are attached.

When you are finished attaching files and wish to exit the Solicitation, click onthe “Verify
successful transmission” link on confirmation page or at the top of any of the four
attachment category pages.
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When you are finished attaching files, click on the S5k button at the bottom of the page and
the following message screen will appear:

Thank vou, Doug Baptiste, for your submission.

Fleaxe ure the link belew to verily sucressial pobmismes of your file related ta Saliciation Mumber: DE-AMD -
DORWIIAEE before atiaching the pext documess, The attachment docament should appear snder yeur pragosal
cover page and B the neeber of attacked fles. Il @8 meicates 0 attacked fes “then the procecs timed swi aad
your flle was ot oeelvod soecessllly, Tn deat svanr, chack o nonwork coertion asd spaod asd try agels, or
wy redecing the e soe ar the vessher of filo eecbssons par subiks sion Torre 1 vea seill kave okl please
coaart the TIPS bolp desk a 1-800-683-0750.

Iy file was recemved succesafelly then click sa the "Pragozal” cover page link and sttach any sdvwr [Bex ax
npErE e sy

Yerify peceeedful transmission

thrvcly o dirlomesll (e e vewily basey

Figure 58: Proposal submission confirmation

4. Proposal Attachment Specifications
The Attachment File fields will vary depending on the type of Proposal document is required for
the solicitation. See the table below for attachment specifications:

Table 4: Proposal Attachment Fields

PROPOSAL ATTACHMENT FIELDS

Propos Attachment Category Attach Files Specifications
Labd
Acquisition Attach VVolume 1/Offer or Other Representations and Certifications
Document Offer and Other Documents File Attachment #2 - 10
Attach Volume 2/Technical Technical Proposal File #1
Proposal Technical Proposal File Attachment #2 - 10
Attach Volume 3/Cost Proposal Cost Proposal File#1
Cost Proposal File Attachment #2 - 10
Attach Volume 4/Business Business Mgt File #1
Management Proposal Business Mgt File Attachment #2 - 10
Financia Attach Volume 1/Offer or Other Assurance of Compliance (G)
Assistance Document NonConsent Form (H)
Certificates Regarding Lobbying (E)
Lobbying (F)
Offer and Other Documents File Attachment #5- 10
Attach Volume 2/Technical SF-424
Proposal Proprietary Information

Table of Contents

Project Description

Application Narrative

SF424A Budget Sheet

Budget Narrative

Technical Proposal File Attachment #8- 10

Attach Volume 3/Cost Proposal Cover Page

Table of Contents

SF424

SF424A (C)

Budget Explanation Page (D)

Cost Proposal File Attachment #6 - 10
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PROPOSAL ATTACHMENT FIELDS

Attach Volume 4/Business Business Mgt Proposal File Attachment #1 - 10
Management Proposal

Generic Attach VVolume 1/Offer or Other Offer and Other Documents File Attachment #1 - 10
Document
Attach Volume 2/Technical Technical Proposal File Attachment #1 - 10
Proposal

| Attach Volume 3/Cost Proposal | Cost Proposal File Attachment #1- 10

Attach Volume 4/Business Business Mgt Proposal File Attachment #1 - 10
Management Proposal

F. FORM 6 - GOVERNMENT RESPONSE

Thisform is specific to a given proposal and is viewable only by the involved Contracting
Officer, Contract Speciaist, and the submitter of the proposal. It is created if the Government
wishes to respond to a proposal viathe web. A noticeis sent to the submitter’s e-mail address
that was entered on the "Proposal Cover Page" form of that particular Solicitation.

1. Recelving a Request for Clarification Notification

An e-mail notification is sent to the bidder when the Government has reviewed their submission
and is requesting clarification on the proposal that was submitted. To view a Government
response, go to your e-mail inbox and open the message from the contracting officer. The
message will ook similar to the one shown:

o Clostilnedaim e s o ThsCeed oo fiums - Lissk Mol o=l
U Eli Echl iow Lraee  Actiosia  Wndow  Help =im] s
S sl At T T v f [ [ ]
(3] mea erw | 5 nekes |1_'iHMT:-F-Mu |'i-"J_|FMd | ] | 571 Posghy Weh sk |
g S ips B ohe-pe. [ d0e. 08y 50 B ANG/ZTNN 832570 P ﬂ |

-_—

erangDerag ol
bbbbflm\;_?md s Eurngal

mpect: Clardeston |l o Decurson bere

Ewing Uil Ccmpany @ Clarifacation Ttase have besn pozted in cesponae to yous
cposal to the Solicitstion Hosbsr psfarencsd balow. & resporse 1 required

¥

ll:lllzll:I--':IIEIII:II:' &t 12:00:00 PH Esstarn Tiws. Thenk wou £Or Wour PEoEpt TESpoise
Lo codemod e oo clos gov

i 1 R

=l
= : Tl e
Figure 59: Request for Clarification notification

Notice the e-mail message contains important information such as the date and time in which a
contractor must respond to the contracting officer’ s request, a hypertext link to the DOE-Industry
I nteractive Procurement System, and the Solicitation Number.

Deleting the message will not affect your status or any information in the DOE Industry
I nteractive Procurement System.
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2. Government Response

Once a bidder receives a clarification request from the Government, the vendor can view the
Government Response in the [1PS.

[ Wt View |
Solicitations By Number

GRS R SR emms @lime
Clicking on the faldars 1 may allme yon to view additional doouments, depending on yoar acress
rizhts,
Bolieltation
1 DE-0107-0 THRA0034
£ TE-A A0 -O0R W 33333
= Eropeaal; Ewag Qi Comapany, Test Attachments; 0 1AQS2000
Ciacuanent; A4 5 Dlocument Tile, 018045000

Sratus

Synepiz Pubilishe d
Folictaticn Tnmed
Soliciation Tanaed

3ropaal; Bwane Onl Company, Bacte - Test 2 G1MS2000

Govemmient Besronse, SHachments, 0105200

(Ve ek E.egﬂmghﬁ"‘lanﬁnmm adt Sectien IV inwonr Fropaeal 0401002001
Figure 60: Government Response in Main View

Login at the E-Center.

Select aview option such Number onthe Main View.

L ocate the Solicitation (number) from the list.

Click on the solicitation folder to expand the view of related solicitation documents.

Click on the proposal folder to expand the view of related proposal documents.
Click on the "Government Response, Attachments (if any), date" link.

Crefts Contratior Gote
Rezponss b M &n View

1. 5. Department of Energy
Indusiry Interactive Procurement System - Development. version

Crorernmest Clarification [ems

Solicitatinn Number DE-AAD]-00RW33353

Title Auborating Adraditeabive Senices

Gov Clanfiration Creation Diate: 04102001 09:3651 P EDT

Prapoxal O ompany Mame: Ewnng Chl Compamy

Sufiject: Clarticaton oo Section IV in pox Praposal

Narrative: Sectan IV, Beplacing tppeweibers with ceqeguters 8 imelear. Tow sy
these comparters were coeated 10 somecns's garags

Contractor Hespoanse Tioe Date; [T

(i Eerpmat o iy
Comtractor Response Do Time: 1200 AK - Bazterri Time

(i Bt b s ss]

Mo Aterhments

Figure 61: Government (Response) for Clarification
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Click on the (SRR, button.

OR

Follow the stepsin the next section to reply to a government response.

G. FORM 7 - CONTRACTOR RESPONSE

A Contractor Response document is an electronic file created in advance by the registered
vendor. The document should be created in an appropriate software application that can be
viewed by both parties. (See X. GUIDANCE FOR SUBMITTING PROPOSALS, section B.
Compression Format on page 59 for more information.)

1. Create a New Contractor Response entry

Preview:
After developing your response, login to the E-Center
Select aview option such Number onthe Main View.
Locate the Solicitation (number) from the list.
Click on the solicitation folder to expand the view of related solicitation documents.
Click on the proposal folder to expand the view of related proposal documents.
Click on the "Government Response, Attachments (if any), date” link.
Click on the [T e IE T ALY button at the top of the page.

2. View a Contractor Responseform

Goto
W& View

L. & Department of Energy
Lindusiry Interactive Proomrement Systein - Developinent vershon

Fiehls mearked with o ane seauined
Comracior Kespins e

Selicitntinn Namber: DE- A A0 L-O0RPIESEE

Relicition Title: Fatoenshg Administrahee Sennces

Comiractar Mame: Esuing Chl Comrmpeny

Contractar Respense Inte: 04/10{Z00L DP48:35 P ECT

Suhjer: o I

Eesponzs Narratire j
Uirepie Re JHHR ] File Afvmi lavent I BI'D‘WEE.-..

Figure 62: Contractor Response form

Type abrief entry in “Subject” field.
Enter aresponse in the "Response Narrative" text box.
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Click on the “Browse” button at the bottom of the page and navigate to the response file that
you want to attach.

NOTE: Currently the only web browsers that support creating file attachments are Netscape
Navigator and Internet Explorer.

Click the S button at the bottom of the form.

The contractor cannot modify the Contractor Response document once it is submitted.

A confirmation will appear indicating that the document has been stored. In addition, a
notification will be sent to the Contracting Officer assigned to the solicitation announcing a
Contractor Response has been received.

Click on the "Return to view all solicitations"” link
OR

Click a navigation button such as Browse Solicitations.

VII. AWARD NOTIFICATION

Once a contract is awarded, the information must be recorded in [1PS by the Contracting Officer.
Doing so will aso notify the winning contractor of such an award.

A. LOCATE AN AWARD NOTIFICATION
Ve

Solicitations By Number

T i) = S =< R -IE!::,?-'_'T' EXpand Tl ipEES

Clicking v the fobders T may allew you to veew additions] docements, depending oo your access rights,

Solicitation Status

3 DE4101-01HR0034 Syepas Fublibed
O DE-AA01-002T10704 Seboibaticn 1z sued
S TE-AA-Q0RTHE3323 Salicitaticn Tonued

ropossl B Ol Coenparny; Test At chmesds 010052000

CIErotepal. Beene O Cempim Bar
Messages; Subject Ime for Messages,

AP ropord Famp Ol Coonpeny, Tert Attschreote 2; 010052000

Lot Do wath 2 fes starine with Coptfra] dec
Tech Dioc wath & fles starting with TechTioe 1 daoc
Award Medificaton: %'#g-ﬂnf_mma_mmslﬂ
Progesl, Beme Ol Cempany; Electronic Fotme, 060 1000
Figure 63: Award Noatification in Main View

To locate the award information, follow these steps:
Login at the E-Center
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Select aview option such Number onthe Main Miew.

Locate the Solicitation and click on the folder to expand the view of related documents.
Locate the Award Notification; Award |nformation document

Click on the hyperlink.

B. VIEwW AN AWARD NOTIFICATION

Croate Contractor Gote
Responss Main View
0. 8. Department of Energy
Imdustry Interactive Procurement System - Develapment version

Aomrard Motification
Solcitation Namber: DE-A401-00BW 33333
Titloz Surteaates Adrddstrabior Sarmicas
Matifieation Creation Date: QU000 2537 PMEDT
Propoeal Campany Mame: -.E'-l-"n'lg il CW.I'I'PWI!J
Subeoct: Award Informahen
Narmative: Four crgamaraton bas been name the prme cootractar for the

afsrememioned smard. See attackvents Eor datails

Fila Artackmonts
Fome Award.dec Zh KB

Figure 64: Award Notification view
Follow the steps in the previous section, Locate an Award Notification.

Scroll down the page if necessary to the File Attachments section.
Click on the Prime Award.doc link to view or download the award information.

Vill. DOWNLOAD ANATTACHMENT TO YOUR LOCAL MACHINE

Move the cursor over the document link.
Right click on your mouse button to access the pop-up menu.
If using Netscape Navigator select “Save Link As...”.

OR

If using Internet Explorer, select “ Save Target As...”

The Save As dialog box appears.

Select the path to which you want the file saved
Click on the Save button.

|X. PRINT THE (WEB) PAGE

Netscape or Internet Explorer Users

Click on FEile on the menu bar.
Select Print.
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OR
Click on the Print button on the navigation toolbar.
The Print dialog box appears.
Click on OK.
For some users, the Print Preview screen will appear. Verify that the page you are printing
does not extend beyond the margins.
Click on the Print button.

X. GUIDANCE FOR SUBMITTING PROPOSAL S

One of the capabilities of the IIPSisto allow the contractors to submit proposals for solicitations
electronically. Submitting a proposal electronically requires the contractor(s) to prepare the
proposal and save the file(s) on their own computer system. Afterwards, the file(s) containing
the final proposal data can be uploaded from the contractor's computer to 11PS viathe Internet.

A contractor must be registered and approved prior to submitting electronic proposals.

A. CONFORMANCE

All files submitted on this Site must be in the format specified by the Government in the Request
for Proposals. If acontractor creates the file(s) using another software product, it isthe
contractor’ s responsibility to convert the file(s) into one of the above formats prior to uploading
the file(s) electronically.

B. COMPRESSION FORMAT

In some cases, the proposals submitted in response to a Request For Proposal (RFP) may be too
voluminous to be submitted electronically. Asthe nature of the proposal may create large and
numerous files, offerors may also wish to use “Zip” file compression software. Using this
compression software will diminish the file size, thus reducing the time needed to upload an
offer. If you choose to use compression software, you will need to create a self-extracting
executable (.exe) file. In all cases offerors must follow the instructions set forth in the
solicitation.

C. SIGNED DOCUMENTS

Submission via llPS constitutes electronically signing the documents. The names of the
responsible person for that document must be entered on the signature line of the document. In
addition to submitting their proposal files electronically, offerors may be required to provide
hard copies of documents requiring signature if instructed to do so by the contracting officer.
Review the solicitation submission instructions carefully!

D. EVIDENCE OF OFFER

In the event that an offeror submits an electronic proposal file that is unreadable to the degree
that conformance to the essential requirements of the solicitation cannot be ascertained from the
document, the contracting officer immediately shall notify the offeror and provide the
opportunity for the offeror to submit clear and convincing evidence:

1. Of the content of the proposal as originally submitted; and
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2. That the unreadable condition of the proposal was caused by Government software or
hardware error, malfunction, or other Government mishandling.

E. REASONS FOR BEING REMOVED FROM 11PS

Use of the web and encryption technology for the purpose of receiving offers or proposalsis at
the Government’ s discretion. Anyone deemed by the Government to have misused the system
may be barred from submitting el ectronic proposals viathe DOE Industry Interactive
Procurement System. Misuse may take the form of: submitting vendor information to the 11PS
Administrator mail box that is promotional in nature and not in response to a specific
solicitation; failing to maintain the company's information; failing to maintain password security;
or any act of malfeasance.

XI1. CONTACT INFORMATION

A.lIPSHELP CENTER

The IIPS Help Center is responsible for updating user information that flows through the
database. Users should submit changes to registration information such as employee’ s name,
NAICS or CBD codes, once they are aready registered and approved.

A support staff has been created to assist users who have questions in regards to using the
Industry Interactive Procurement System. A toll-free number, 1-800-683-0751, is available as
shown on the Help page of the 11PS web site.

The toll-free number is 800-683-0751.

The toll-free number can be located at the following [1PS web page without logging in:

Click on the EI]IEE navigation button.
Click on the [ RYITEIELE option.
Click on the [YETVEY] button.
Scroll to the bottom of the page.

B. CONTRACTING OFFICER AND CONTRACT SPECIALIST

Any questions and comments regarding the direct content of solicitations and proposals
submitted by you or your company should be addressed to the assigned Contracting Officer
and/or Contract Specialist of the solicitation.

C.HELP
See Figure 33: Help - Available Help Resources on page 30 for additiona information on
acquiring assistance with using 11PS.
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